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SECTION  1. 


TO  TIIK  TKACHKU. 

to  ^ilfhiln  i;;;-;::;;!;....:::!.;;:  ii  ';;"■""••'  -  ^'""">-  ""•  '•'" ^  •"•• '-»-.  •>«« 

be  found  when  wanted  "  "  """  M  n.  ralh     th     nwiiy  and  cannot 

ov.r  the  work  for  .he  ™ke  „f  dm.^v  •  .-over  .  .'■  i  ;v  "      .''','."' '°  ""'' 

reve,l«l  , , pen  el™e  examination.  "■  "'"I'  "«■..»  m.M.ke.  may  1,. 

When  the  student  advanee.  to  th,-  lt™„„,  „„  Vertieal  Filinir  Follow  o,.  «„ 
ten».  ete.,  he  .hould  have  aeec  to  a  Vertieal  rilin.  Cabinet     l;.,K?Th'^  ^I" 
mntine  is  earned  ont  in  a  ln„lne»,.|ik,  .nanner     KaVh  ,tX,t  !m  "  "?" 

l...y  the  neeessao-  folder,  and  card,  he  use^'  f,^  h  ,  Irt    ,1"  'lrk""S  '" 

rry;,- d'lsrt^-i'''''' - «-  ;"^-i""'rh'ei'<ir 

d./i?:Xt:dr;:t:=!:U'^rL'^^^^^^^^^^ 


IIMOl  1. 
MATKRIALH  AM)  Al'I'LIAXCKH, 

Thf  iimt.-riHiN  iiimmI  in  l.-ttfr  writiiiK  iin ■•  /w/mt,  ,iii;I<,im»,  ;«m,.  ink,  ttij^. 
onting  warhhifn,  Ullrr-l>imk»,  ili  myraiihir'i  Hol,.h>,„k.  (•«;».i/i«f/./»rr .«,«»,  dupli. 
urapkM,  kltfrfilft,  and  lilintj  rahintd. 

I'M'KH.  Tht>  iK'Ifi-tifiii  of  j.n|HT  ili'iM'niiN  »..m.w  hut  u|»iii  tin-  w  riltr  iiiul  m»w 
whnt  uiM.it  th.  iMirpow-  ..r  ih-  l..ft.T.  Foi*  u  lMiiiii.>«4  l.-th-r.  u  |»,.rNoii  whf>  i, 
ti«tn»»lii«h.'il  ill  u  tr«r|<'  or  profitiHioii  ami  mti«.t  writ.-  nititiv  lnHiiicHM  l.tlirs  shoiilil 
hBV.'  printeil  l.'tti-r  ln'ad»..  Th.-*-  on-  Mh.-..ts  of  pn|..T  with  h  iifiit  iiiiiioiiiir.>iii<>iit 
or  ii.lviTtiii.'m.«iif  ..f  hin  l.iisiti.-Hs  nf  thi'  top.  lollow..!  with  his  poMt  ol^l.-i.  ti<|.ln>>M 
iiikI  a  blank  for  fhi-  dnli    jiiHt  In-low  the  aiinoiiiii-i>iti<-iil  matlrr. 

WhitP  pnp<'r  \%  tfcmnilly  himmI  in  liiiNiiirM^  rorr.-siMXi.l.'nfc.  althouirh  paper 
with  a  liffht  tint  \»  profi-rn-.l  l>y  Monif.  'i'hf  h\/,'h  nuMt  iiwil  an-  note  ptt|M'r.  whii-h 
Im  r>i ^  X  HW.  incht'M.  ami  It-ttcr  «hi*et.  8'  .  x  II  in.h.'m. 


/^-«»  .^     ^/^^ 


'^  '  /y       ^     ,/ 


»-/---'    <r--»» 


jj   y.  ^  /•    V     y    '^  ^>^ 


y*.-^ 


DUUHAM  or   A    RI7HINRM   LITmi 


Hiu 


^; 


Urading, 


I  iiiL'h  Adilriss 


{ 


Salutation. 
I         I  Inch  Body  of  Letter. 


Ilucll 


I  inih  Rody  of  Letter. 


I  inch 


Complimentary  Closing 
Sif^naturc 


As  a  page  of  your  Corrospondence  Blank  is  about  the  ,ho  of  .  businos.s  letter 
sheet.  ,nd.eate  upon  the  first  pa^o  of  it  a  skeleton  form  of  a  business  letter  accord- 
.r.e  to  .llustrated  dmjrram.    Observe  carefully    ne  position  of  the  different  parts 


A  letter  that  is  worth  writing,  should  be  written  on  high-grade  paper.  Good 
paper  furnishes  an  incentive  to  good  work  and  inspires  the  writer  with  ambition 
to  do  his  best. 

Envelopes.— linvelop.s  should  eorrespoiul  with  the  paper,  in  color,  size  and 
style.  The  envelope  should  be  a  tridc  larger  than  the  paper,  after  the  letter  is 
folded  correctly.  Th.-  bu.siness  eiivelopc  is  oblong  in  shape.  The  s(|Uiire  envelope 
IS  used  solely  for  .social  correspondence.  The  sizes  in  business  envelopes  most 
commonly  used  are  No.  7  (:!i^.  .\  C  inelies).  and  No.  8  (;}--i  .x  6\:.  inches).  The 
No.  10  envelope,  which  mensuivs  about  4is  x  9\i.  inches,  is  used 'for  otTicial  cor- 
respondence, legal  documents,  etc. 

For  social  correspondence,  use  .'ither  the  square  or  the  oblong  envelope,  and 
be  sure  the  color  and  quality  harmonize  with  the  i)aper. 

Pens.— The  size  and  styl-  of  the  pen  to  be  tised  is  a  point  upon  which  many 
disagree.  Simply  l)e  sure  thai  you  sire  using  a  good  pen  and  one  with  which 
you  can  write  the  plainest  writing. 

Ink.— Black  ink  or  blue-black  in!v  is  almost  universally  used,  because  it  gives 
the  work  a_neat  ai.pearanee.  both  as  to  legibility  and  clearness.  There  are  manv 
different  brands  of  black  ink.  Imt  the  Ix-st  is  that  which  tlows  freely.  It  is  usually 
a  mark  of  lack  of  culture  to  use  inks  of  bri^'Iit  colors. 

TvPE-wRiTiNG  Machines.— .\  stenographer  should  have  a  thorough  know- 
ledge of  the  typewrite-.  The  care  of  the  machine  is  an  important  item,  and  every 
student  who  e.xpects  to  become  a  successful  operator  must  not  only  learn  the 
laeehanism  and  manipulation  of  the  machine  but  must  also  learn  to  take  proper 
care  of  it.  To  be  a  good  operator  of  the  typewriter,  one  must  thoroughly  under- 
stand the  subject  of  liusiness  letter  writing,  which  includes  the  mechanical  con- 
struction of  a  letter,  good  English,  correct  spelling,  punctuation  and  capi- 
talization. 

Letter-book.— This  is  a  large,  hard-covered  book,  containing  tissue  leaves 
upon  which  impressions  of  outgoing  letters  are  taken.  "IIow  to  take  a  copy  of 
your  letter"  is  explained  in  another  lrs.son  in  this  text-book. 


Xoie  Book  iVo. 
Stenographer . . 
Address 

From 

To 


Stenoobapheb  s  NOTE-B00K.-Th..se  are  books  «f  convenient  size  and  ruling 
inanufac  ured  especially  for  the  use  of  stenographers.  The  stenographer  should 
number  his  not.vbooks  consecutively  on  the  cover,  and  record  also  the  dates 
between  which  the  book  is  usee'.  It  is  well  also  to  write  the  nan.e  and  address 
ot  the  stenographer  on  the  cover. 

This  is  a  simF.le  way  to  preserv  •  eopies  of  outgoing  letters.     It  is  used  in 
some  concerns  to-day.  in  which  filing  cabinets  have  not  yet  been  introdu.-..,!     The 
stenographer  should  enter_the_dals..s  at  the  beginning  of  each  dav's  di.-tation 
should  number  con.seeutively  the  letters  in  each  book  and  shouM  enter  the  initials 
ot  the  dictator  at  th(  beginning  of  the  notes  for  each  letter 

Presses  and  FiLES.-There  are  many  different  styles  of  copying-presses 
dupl.graphs.  letter-files  and  filing  cabinets  used  in  m..dern  busiiL'ss  offi.-es  to-dav" 
Some  of  these  will  be  illu.strated  and  explained  in  this  text-book. 

EXPLANATION-  OF  THE  I'ARTS  OF  A  BrSINKSS  LETTKR. 

For  convenience  in  explaining  the  plan  or  form  of  a  business  letter  th- 
tollowing  parts  will  be  referred  to  in  order  •— 

1.  HEADING.  4.    BODY. 

2.  ADDRESS.  5.     CO.MPLniENTARY  CLOSING 
;?.     SALUTATION.                            fi.     SIGNATURE.  "     ' 

L     THE  HEADING. 
The  heading  of  a  lett.-r  should  contain  the  address  of  the  writer  and  the 
date.     We  should  always  exercise  much  care  in  making  this  part  explicit  and 
complete.     A  person  answering  a  letter  always  looks  at  the  heading  to  see  its 
date  and  to  learn  where  to  direct  his  reply. 

FORMS  OF  HEADINGS  IN  A  BUSINESS  LETTER. 


Form  I. 


Form  ! 


A^^L<C'^rt^^^Ziy-fl..,(^'yl^-,    ^ti^Z, 


Form  3. 


iZ 


Form  4. 


Form  5. 


Copy  neatly  above  forms  in  your  Correspondence  Blank.    Watch  your  pen- 
manship, capitalization,  punctuation,  and  general  arrangement. 


POINTS   TO  OBSERVE  ARE: 

1.  If  the  writer  resides  i,i  a  city,  his  post-offico  address  should  contain  the 
street  and  number,  city  and  province  or  state;  if  in  a  small  place,  it  should  include 
only  the  name  of  the  post-office,  and  province  or  state. 

2  If  the  writer  has  a  box  at  the  post-offit-e  and  desires  the  mail  to  come 
there  the  box  number  should  be  placed  in  the  headihg,  in  place  of  the  street  and 
number.    (See  Form  4.) 

3.  When  writing  from  an  hotel  or  college,  the  name  of  such  place  should 
be  given  in  the  heading. 

4.  The  date  of  a  letter  consists  of  the  month,  the  day  of  the  month,  and  the 
year  in  which  it  is  written,  the  month  being  expressed  in  a  word  and  the  day 
of  the  month  and  the  year  in  figures;  as,  Jan.  4,  1907.  The  date  should  never  be 
omitted  in  a  business  letter  for  often  it  becomes  a  matter  of  considerable  import- 
ance, both  as  to  the  interpretation  of  the  contents  of  the  letter  and  as  to  its 
authenticity. 

5.  The  contractions  1st,  2nd,  4th,  etc.,  are  never  used  when  the  year  follows  ■ 
as,  March  16,  190S;  but  they  are  used  in  the  body  of  the  letter;  as  "Your  favor 
of  the  16th  inst.  is  at  hand."  When  the  st,  Ih,  or  d  are  used,  f hev  should  rest  UDon 
the  base  line.  Those  who  write  24'*  or  1  ^'  cannot  tell  why  they  do  so  Th^e 
are  not  abbreviations  but  contractions,  and  therefore  a  part  of  the  number  and 
hence  should  be  written  with  the  figures.  Do  not  place  a  period  after  th  or  d 
as  used  in  16th,  :id,  etc. 

6.  The  headinsr  is  generally  commenced  on  the  first  riilM  line  (if  ruled 
paper  is  used^  whicli  on  letter  paper  is  about  two  and  a  half  inches  and  on  note 
paper  about  two  inches  from  tlie  top  edge  of  the  sheet. 

7.  The  heading  may  occupy  one,  two,  or  three  lines,  according  to  the  infor 
mation  it  contains.    In  business  letters,  it  should  be  expressed  in  one  or  two  lines. 

8.  Some  have  the  headintr  printed  on  their  letter-sheets— a  bi,I)it  much  to 
bo  commended.    In  this  ease,  simply  fill  in  the  date. 

9.  Carefully  punctuate  the  headin-  by  separating  the  parts  by  commas 
I  ut  a  period  after  each  abbreviation.  If  a  part  of  the  heading  en.ls  with  an 
abbreviation,  it  will  ref|uire  a  period  and  a  comma.    See  the  Model  Forms. 

10.  In  a  typewritten  letter,  the  headin-  should  b.>gin  to  the  ri"ht  of  the 
centre  of  the  page,  so  as  to  end  as  nearly  as  possible  in  harmony  with  the  endin-^s 
of  the  different  lines  in  the  body  of  the  letter.  Begin  the  heading  at  or  near  45 
on  the  scale,  and  when  the  street  and  Minnher  are  givvn.  or  whenever  a  heading 
consLsts  of  two  lines,  begin  the  first  line  at  or  near  45  and  the  second  at  or  near 

EXERCISES. 


Write  Ihr  f.,ll»winff  headinys  in  your  exercise  book,  observing  carefully  pr„. 
per  arrangement  of  the  matter,  punctuation,  capitalization,  penmanship  and 
general  neatness^  Get  a  teacher  to  check  the  same,  then  copy  neatly  ^  Zr 
Correspondence  Blank .  •    '"  •"  ""^ 


•  1. 

2. 

3. 

4. 

5. 

(i. 

7. 

8. 

0. 
10. 
11. 
12. 


listowel  ont  June  18  1907 

1908  may  10  N  b  iiewcastle 

Ont  liiieoln  CO  sniitliville  sept  8  IftOS 

welland  co  Btamfoid  imt  1!>0;   net  24 

Box  245  pa  (jrei'iisliiiry   1!»09  iipr  2."i 

1906  sept  24  20  graham  pi  out  t(iroiito 
Boston  1907  mass  420  ,tate  at  jiiiio  MO 
nov  25  1008  oliio  coliinibiu  ;12  aim  »t 

14  Jan  1910  toronto  Canada  Cycle  Motor  Co  ont 

1907  ^^•t  20  Toronto  foi  iim  Imililinj;  ont   ruDiii  20 
N  Y  864  broadway  new  york  1908  may  23 
July  10  1910  89  east  12.-.tli  st  X  Y  iiru  york 


LESSON  2. 
THE  ADDRESS. 

The  address  of  a  letter  eon.sists  of  the  name  and  title  of  the  prrsoii  adilressed. 

and  his  residence,  place  of  business  or  such  otiier  place  as  he  may  use  for  r iv- 

h\g  his  mail.  The  address  should  never  l)e  omitted  in  a  business  letter,  as  it  helps 
to  locate  an  error,  if  there  be  one,  in  the  superscription;  or,  if  the  envelope  be 
torn  off  in  the  mails,  the  address  will  take  the  place  of  the  outside  address  or 
superscription  and  the  letter  will  be  forwarded  without  delay. 

The  name  and  post  office  address  serve  as  conclusive  identification  of  thi! 
person  addressed.  They  also  prove  convenient  for  reference  purposes  on  the 
letter  file  or  in  a  filing  cabinet,  as  a  copy  of  all  injportant  l)asitiess  letters  is 
kept  and  this  copy,  with  name  and  addr(;ss  properly  expressed  would  be  self- 
ideiitifyinjr.  It  is  also  important  that  the  full  address  be  jriven  as  a  help  to  ttie 
writer  in  direetinpr  the  envelope,  thus  avoiding  the  liability  of  wrong  direction 
or  enclosing  a  letter  in  the  wrong  envelope. 

FORMS  OF  ADDRESSES. 


y^l^ 


-A^.<^^-^i 


(    y 


Form  I. 


^L 


9.1. 


/^-^  ^^-  <,  ■  ^,,.  t-e^.' 


Copy  neatly  the  above  forms  in  your  Correspondence  Blank. 


Form  •_>. 


Form  ."!. 


^J-  -rt-< 
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Points  to  observe  are: 

1.  Commence  to  write  the  address  ou  the  next  line  following  the  headinir 
begmmng  the  title  (if  you  use  one)  at  the  marginal  line.  If  no  tit!.-  is  used 
then  farst  part  of  name  should  commence  at  the  marginal  line,  which  should  bo 
one  or  o-e  and  a  quarter  inches  from  th.-  I..ft  .dge  of  the  paper,  depending  of 
course,  upon  the  width  of  the  paper. 

2  Always  write  it  at  the  beginning  of  business  letters  and  at  the  end  of 
.soeml  letters. 

3.     If  convenient,  use  a  title  in  the  address,  either  before  or  after  th.  name 
J  he  common  titles  are :  Mr.,  Jliss.,  .Mrs..  Messrs..  and  Esq. 

^  •*.  *■  ■  ^lu  ""ll  ^''^-  '•"""^'^  "•''■'''■  ^'  ""ached  to  the  .same  name  at  one  time 
either  in  the  address  or  in  th..  superscription.  Use  one  and  omit  the  other;  as. 
Mr.  L.  Uaffcy,  or  L.  Claffeij,  Esq.,  but  not  Mr.  L.  Claffcy,  Esq. 

\    ,  '\^  ^T  "'•;^''"'-'**"'S  «  ^^'•'»  "'•  «  partnership,  use  .Messrs.;  as.  Messrs.  Nishct 
!.       1"  ,      addressing  joint  stock  companies  omit  the  title  always;  as.  The  Can- 
adian  Pulp  Co.,  Limited. 

6.  The  inside  address  corresponds  to  the  address  on  the  envelope,  e.Kcept- 
ing  in  the  inside  a.ldress  the  city  and  province  or  state  are  written  on  the  same 
line,  either  the  second  or  third  line  in  the  address  (See  Forms  1  and  2),  and  does 
not  contain  the  number  of  post  otTice  bo.x,  nor  directions  in  care  of  a  certain 
person. 

7.  The  name  should  occupy  one  line  in  the  address  and  common  courtesv 
reiiuires  us  to  add  some  title  to  it,  usually  Mr.,  Mrs.,  or  Miss. 

8.  The  second  part  of  the  address  is  made  up  of  the  post  office  directions 
ot  the  party  addressed  and  may  require  one  or  two  lines.  If  street  and  numh..r 
are  given,  write  the  same  on  second  line  of  the  address  and  follow  with  name  of 
city  and  province  or  state  on  next  line.  If  street  and  number  are  omitted  write 
city  and  province  or  state  on  second  line  of  address. 

9.  The  addres.s  should  be  punctuated  carefully.  Separate  the  parts-the 
name,  the  street  and  number,  the  city,  and  the  province  or  state-by  commas 
Put  a  period  after  every  abbreviation  and  at  the  end  of  the  address 

10^  In  typewritten  letters,  the  first  line  of  the  address  should  begin  at  5 
or  at  10  on  the  scale,  preferably  10.  so  as  to  leave  a  good  margin.  Each  succeed- 
ing line  of  the  address  should  begin  five  or  more  spaces  to  the  right  of  the 
preceding  line.  b  •-  "i^  mt- 


EXEBCISES. 

th.  J!.?'  *^'  ^"'^I'^'^'J  ^^"^^^  ""'^  "'^^■'•'^"^  '»  y°»''  «'^«''<'i«e  book,  arranging 
the  matter  properly  and  punctuating  correctly.  Get  a  teacher  to  check  them  then 
copy  in  your  Correspondence  Blank.  ' 

1.     Box  745  Guelph  Ont  Sept  20  1908  M.ssr,  Williams  &  Ronton  Hamilton  Ont 
Vin.nt  sTwlTife^'Mar  '''''""'  '"°  "   ''''  ^''''  '^^  ^^  ^^'^  ^"^  Corner 

New  LrN  Y    """""  *"'""*'  °"*  '''"■   '"   ''"'  ^"^  °''""''»'-  P""  Co  284   Broadway 

4.     Room   26   Confederation   Life   Bldg  Ont   Toronto   Dec  "3    iqio   Xtr    p„k    *    xr 
26  I.inton  Road  Hastings  England  ^"^  ^^^^^  ^"""K 
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5.     40   Front  St  W  Toronto  Ont   Mar   27    lOlO   Uaac  Pitman  &   Sons    150   Filtli    Ave 
N  VV  Corner  20th  St  New  York  City. 

0.     1210   St   James  St   Montreal   Que  June   20    1011    The   Richmond   Mfg  Co   Limited 
183  JeflTerson  Ave  Detroit  Mich 

7.  1480  Queen  St  VV  Ont  Toronto  Mar  31  1008  The  Globe  City 

8.  425  Gerrard  St  E  Ont  Toronto  Feb  17  1011  Husim-sa  o/o  The  TeloRrnm  City 

9.  24  Adelaide  St  E  Ont  Toronto  Feb   17   I9I2  Messrs  C  Rielinrdson  &  Co  Box    1048 
St  Mary's  Ont. 

10.     80  Robinson  St  Man  Winnipeg  Auir  21    1012  The  S  S  McCliire  Co  New  York  City 
44  00  East  23d  St 


LESSON  3. 

SALUTATION. 

The  salutation  is  the  complimentary  term  ov  greeting  used  to  commence  the 
letter.  The  words  which  we  use  in  the  salutation  will  d<;pend  upon  circumstances 
and  the  degree  of  intimacy  between  the  writer  and  his  correspondent. 

{I  LJ'^Z-^  Fi>RM  I. 


t^^e 


Form  2. 


AtJi.<^^,'t.j  Q'^/l^..^,:.^..^.^^ 


.i>- 


-^/^.n.^2. 


>KM  3. 


^t>—y  -r*-  .^- 


t^^-^r 


Copy  the  above  forms  in  your  Correspondence  Blank. 

Points  to  observe  in  the  Salutation  are: 

1.  It  should  immediately  follow  tlic  inside  address  in  a  business  Icltci 
the  next  line  and  before  the  body  of  the  letter  is  commenced. 

2.  The  choice  of  words  will  depend  upon  the  relation  of  the  writer  of  the 
letter  to  the  person  addressed.  Some  forms  in  general  u.se  are: — Sir,  Dear  Sir, 
My  dear  Sir,  Sirs,  Dear  Sirs,  Mi/  denr  Sirs,  Gentlewen,  Madam,  Dear  Madam 
and  My  dear  Madam.  Preference  is  given  to  Dear  Sir  and  Gentlemen  as  suitable 
forms  in  the  ma.jority  of  cases.  Sir  may  appropriately  be  used  in  addressing  a 
stranger  or  in  a  letter  of  censure  or  rebuke. 
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oenLi!::,^r:^z^'-''^''''  '-■ '°''  "•'•  •'-^  *^«  -^^  ^^-'^  '- 

addrL  '^i*;T''!i°"  "'/i'  "''"*""°"  ^'^•""^'''  "P°"  the  number  of  lines  in  the 
of  Urnarir^l,^^'"  'Vij'  '""^T'  ""''  P'"-"^™^'' !'"«  «^  «"  '"^^^  *«  the  right 
eommeLe  tri^r^  111  ""  "^•^'■*'"  """^'^^'"^  "'  three  lines,  we  HometiL 
eommenee  the  salutation  at  the  paragrapMine,  hut  never  after  a  two-line  acldres., 

line  of  thrSZ'"'"  T""'  ^'*:'"  tKSlS^utation  at  the  same  point  as  the  first 
line  or  the  address;  viz.,  the  marginal  line. 

nn  /'^  '^i^  salutation  in  a  business  letter  should  be  followed  by  either  a  .     ,.ma 

the'b^odrof  t'hritn  ""'  '  '"''  °^  "  ^°^""-  ^'^"'^  ""thorities  use  a  coL  wheT 
the  body  of  the  letter  commences  on  the  next  line,  although  usage  varies  in  this 
respect,  many  correspondents  using  the  colon  and  dash.    I?  th    Sv  o     L  le  ter 

>z:zr.rT:J::vT:^::''  -'''- ''-  -'^'''--  ^'-  --  ^'^- « --- 

Exercises. 
Write  the  following  headings,  addresses,  salutations,  and  matter  in  vour 

to  previous  models  given.  Get  a  teacher  to  cheek  vour  work  then  ;opv  neat W 
in  your  Correspondence  Blank.  "  P'  • 

V  incent  ht  Dear  Sir  Your  favor  of  2Sth  inst. 

V  iCToria  &t  Kindly  give  ua  your  lowest  quotations 

Dear  lirlZ: S^^rTlsl  '"''  '""  '  ^™^*^°"^  ^'^  '"''^'^  «''"'  '^»  ^^-^'"'^-  «* 

of  t.Aor^trt'i^si-.irtoi^tiLr  ^'^ ''""''  ^""^"""  ^--'° «-  "-^'"-^ 

Pifv  ^-  tn":'!'  ""L'^"""'  ^^  I''""-"  B-i'di"?  Cincinnati  Ohio  Brown  &  Gillespie  Bay 
City  Mich  Gentlemen  Kindly  send  us  a  copy  ""'espie  oay 

AIha  "■  P*^"*,"  "^  l""^  f  li^>'"b..r.  Onl  Toronto  Feb  10  1909  Messrs  Carnell  &  Robinson  N  Y 
Albany  Gentlemen  Kncloswl  find  cheque. 

Tf^  rv  ^°\,f^  Bloomington  III  ,Tan  20  )010  St.itioners  and  Printers  The  Richmond  Co 
Ltd  Chicago  111   ISO  .lefferson  .\ve  Gentlemen  Please  send  samples 

V  r  ^',  ^/'\'^''"^"'  ^^"*'"""'  l'^"'l<  P^'  PlMla.lelpIiia  Fob  12  1008  Mr.  P.  W.  .Tohnson  First 
tits":  ha^d  "'  '''•"''""  ""■"  ^"  ''""^  '""^  "^  *•"'  ""'  '"'*  "■'*"  -«-'l  *''-"- 


lESSON  4. 

4.     BODY. 

The  body  of  a  business  letter  is  the  real  communication.     The  heading 

address  and  salutation  are  set  forms  of  convenience  and  may  properly  be  elassed 

matT     r  '"^"^"''t.on  of  a  letter,  while  the  complimentary  closing  and  signature 

may  be  styled  the  conclusion.  ^  &  s  «= 

POINT-S  TO  OBSETYE   -\RE : 

.«^,h■  '^^^  l»°dy  of  a  business  letter  should  begin  on  the  same  line  with  the 
salutation  or  the  line  below,  commencing  at  the  paragraph  line. 

2.     Good  form  is  always  desirable  in  the  body  of  a  letter  and  this  is  de- 
pendent  upon  your  penmanship,  paragraphing,  margins,  and  spacing. 
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3.  The  most  irapoituiit  part  of  Ihe  ImkU  is  the  subject  iimtter  the  ■  U<h 
and  the  way  in  whicli  they  are  expressed. 

4.  There  should  always  be  a  uiiifDriu  blunl<  margin  on  tlio  left  side  of  the 
page  m  Iwth  pen-written  and  type- written  K-fters  and  in  the  latter,  a  small  margin 
on  the  right  side.  The  size  of  the  paper  governs  the  width  of  this  margin.  On 
letter-paper,  whieh  is  eight  inehes  wid-.  a  margin  on  tlie  left  of  the  page  of  one 
inch  to  one  and  a  half  inches  shoidd  be  made.  Care  should  alwavs  be  taken 
to  make  the  endings  of  the  lines  uniform,  whieli  can  be  dori,"  bv  exrVeisiti-'  eare 
HI  spaemg  and  by  dividing  long  worls  at  syllable;,  but  at  Hvllal)les  onlv  In 
divid-ng  a  word,  always  show  the  div.sum  by  using  a  hyphen"  and  never 'divide 
a  w.ml  ,.1  only  one  syllable.  Never  rule  peneil  lines  lor  a  marginal  line  in  pen- 
written  letters  but  ae,,uire  the  habit  through  pra.-tiee  of  keeping  an  even  margin, 
i'encil  hues  always  indicate  the  work  of  a  novice, 

5.  The  body  of  a  letter  should  be  so  arranged  as  to  b'ave  room  for  the 
conclusion;  viz.,  the  comj)limentary  closing  and  signature. 

6.  If  more  than  one  page  is  necessary  l',.r  a  business  letter,  use  a  second 
sheet  and  number  it :  but  .1..  n-t  use  a  second  .sheet  for  simplv  the  ..mplimentarv 
closing  and  signature.  In  addition  to  these  parts  of  the  letter,  there  should 
always  be  a  portion  of  the  body  of  the  letter  upon  the  second  slieet.  Alwavs 
write  Ih.-  initials  of  the  jutsou  to  whom  you  are  writing  and  the  number  of  un'"o 
at  the  top  and  in  the  .vntre  of  the  page;  as.  ./.  .1,  (1.  ■>.  for  j.age  2  of  a  letter 
addressed  to  Mr.  J.  A.  Gi.rdon,  St.  Vulhariiir.^.  Out. 

7.  Xever  write  on  both  sides  of  a  shei't  in  a  business  letter,  as  it  is  directly 
contrary  to  custom  and  would  be  very  incoiiv  ■ni.'iit  tor  reference  purposes  after 
it  IS  filed. 

8.  Paragraphs.— .Much  car-  sli.mld  be  exercised  in  parag.-aplii ng  a  lett<'r 
Paragraphing  is  important  to  the  artistic  effect  .,f  a  letter,  whether  printed  pen- 
written  or  type-written,  but  is  ehietly  valuable  for  ,„.,.p..r  cla.'^sification  of  topics 
and  ideas.  The  writer  should  always  kn..\v  what  he  is  going  to  sav  and  if  he  is 
going  to  base  his  letter  upon  two  or  thniiijiiaiojdeas.  then  j.aragraph  accordinHv 
Never  write  a  meaningless  list  of  statements  for  the  sake  of  their  sound  or  melod" 
when  read,  but  see  to  it  that  each  idea  in  y..ur  letter  b<.ars  upon  th.>  topic  in  hand 
and  IS  clearly  stated,  ""A  paragraph  sliunid  lie  made  whenever  there  is  a  change  of 
sub.ieet  or  a  new  phase  .,f  the  same  subject  is  introiliu-ed.  After  one  sulijec^  has 
been  disposed  of.  the  I)eginning  of  the  next  sh.^ild  b<.  marked  bv  a  i)Mragraph 
indentation.  A  new  paragrajih  should  not  be  made  for  every  sentence— in"  fact, 
a  whole  letter  may  contain  but  a  single  i)araL'rai)h,  Snme  letters  contain  so  many 
paragraphs  that  th.  y  not  only  look  broken  and  frairmeiitary.  but  the  sentences  are 
so  disconnected  that  it  is  almost  im|)ossible  to  get  the  writer  s  intended  meaning. 
Avoid  excessive  jiaragraphing. 

P.\R.AGRAPHS   iNTBODfCKI)   WITH   St.VTEMEN'T  OF  StjB.IECT. 

Some  inquiry  departments  introduce  every  paragrajih  of  a  lett(>r  with  a  .luh- 
ject.  This  plan  is  peculiarly  adapted  to  long  letters.  Tn  certain  communications 
it  invariably  helps  to  make  necessary  points  consi)icuous.  It  also  aids  in  disciplin- 
ing the  mind  along  lines  of  concentration.  Many  correspondents  put  expressions 
in  the  first  paragraph  that  properly  belontr  to  the  third,  and  vice  versa.  If  you 
outline  your  letters  with  subjects,  you  will  know  that  whatever  is  to  be  said  im'der 
one  head  is  to  be  put  right  there  and  in  no  other  place. 
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There  are  some  firms  that  use,  in  their  internal  correspondence  between  office 
and  factory,  a  new  sheet  for  every  new  subject  treatwl.  In  this  way,  that  part 
of  a  letter  which  oonoerns  the  purchasing  agent  goes  direct  to  him,  that  which 
concerns  the  factory  superintendent,  direct  to  him,  that  which  concerns  the  credit 
man,  direct  tr  him  and  so  on.  Thus  the  delay  preceding  reply,  while  reports 
from  various  .juarters  are  pending,  is  reduced  to  a  minimum. 

Again,  some  firms  have  printed  blanks  on  which  th.-  parts  of  a  letter  that 
refer  to  their  various  departments  are  written,  so  that  the  whole  letter  can  be 
attended  to  at  onee,  wlierea.s  otherwise  it  would  have  to  puHs  eonsecutivelv  through 
many  hands,  and  each  person  concerned  would  have  to  waste  time  in  reading 
much  that  did  not  concern  N  particular  branch  ox  the  business.  It  is  apparent, 
that  If  such  a  method  were  .V.  generally,  it  would  result  in  the  saving  of  much 
valuable  time. 

9.  Punotuation.— The  bwly  of  the  letter  should  Iw  punctuated  carefully. 

10.  Spelling.— The  writer  of  a  business  letter  cannot  aiTord  to  make  a  sinirle 
mistake  in  ipelling. 

11.  Peninanihip.— Use  a  plain  legible  business  style. 


£XERCI8ES. 

All  sentences  relating  to  the  same  general  thought  are  placed  in  one  para- 
graph; when  the  thought  changes  a  new  paragraph  .should  be  inade 

Sketch  the  following  letters  in  your  exercise  book,  making  proper  para- 
graph divisions,  have  same  properly  checked,  then  copy  in  your  Correspondence 
Blank.  Observe  the  correct  spelling  of  words,  show  good  form  for  a  business 
letter  and  write  with  an  easy  muscular  movement  style : 

I.  4-.2  King  St  \V  Toronto  Ont  .June  Ki  1908  Xfr  Cecil  Wampole  Diinnville  Ont  Dear 
Sir  We  think  we  have  such  a  tie  as  you  describe  in  your  letter  of  yesterday,  and  if  you  will 
send  us  an  order,  with  ii>  full  a  description  us  possible  of  what  you  want'  we  will  exercise 
our  best  judgment,  an.l  b.lieve  we  can  send  you  something  very  pretty.  In  any  c.ise,  you 
know  it  may  be  returned  if  you  do  not  like  it  and  we  will  make  another  selection  or  refund 
your  money.  The  bosoms  of  our  .-,() c.nt  ui.lnundered  shirts  are  rather  small,  and,  of  course, 
the  material  is  not  of  the  finest.  We  have  something  at  7.1  cents,  which  you  will  find 
described  under  Ko.  420,  on  page  IG  of  the  catalogue,  which  we  ain  recommend  in  every 
possible  way,  and  we  believe  that  you  will  find  this  a  better  bargain  than  the  chesiper  shirts, 
though  they  are  as  good  for  the  money  as  you  will  find  anywhere,  and,  if  anything,  a  little 
better.  We  do  not  hesitate  a  moment  in  recoinmending  our  12i/acent  collars,  in  quarter 
sizes.  We  can  fit  you  perfectly,  and  you  will  not  be  able  to  tell  the  dilTerenoe  between 
these  and  collars  costing  double.  Remember  that  you  get  two  of  these  for  one  of  the  others. 
Hoping  to  receive  your  order  at  an  early  d.ite,  we  remain.  Very  truly  yours.  The  Crown 
Shirt  Company,  Limite<l,  per  B.  Grant,  Sec. 

2.  4.52  Kins  St  W  Toronto  Ont  Sept  20  1908  Mr  Cecil  Wampole  Dunnvillc  Ont  Dear 
Sir  Some  time  ago  we  received  a  small  order  from  you,  which  we  hope  we  filled  to  your 
satisfaction.  We  are  mailing  you  today  our  new  fall  and  winter  catalogue,  and  ask  you 
to  look  it  over  ctrefiilly.  for  we  believe  we  have  as  fine  a  line  of  jjoods  as  you  will  get  any- 
where, and  at  most  reasonable  prices.  You  will  find  us  exceptionally  prompt,  and  always 
courteous.  Anything  you  do  not  like  may  be  returned  at  our  expense,  and  we  will  send 
you  something  else  in  its  place,  or  refund  your  money.  So  you  gee  th.at  you  take  no  rislc 
whatever  in  shopping  by  mail.  May  we  not  hear  from  you  again  soon?  Yours  very  truly. 
The  Crown  Shirt  Co.,  Limited,  per  B.  Grant,  Sec. 
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BIdg  Toronto  Ont  D.«,  Sir  I  „,„  inform^  th..t  there  i.  a  vnc.ncy  in  your  h^kV^JZ 
dep.rtm.nt.  1  re.p^tfully  male,  application  for  th.  position.  1  am  .iRhtLn  year.  „Ta7 
-ma  graduate  of  The  Blank  B..,|ne.,  College,  of  thi.  city,  and  hav.  had  one  year',  pral 

from  Mr.  Baird,  the  head  booklceeper  at  John«on'..  and  for  furthor  information  a.  to  my 
character  and  abili.y.  I  be^  leave  to  refer  yo„  to  Mr.  W.  H.  Smith,  I«r«ld«,t  of  Th.  Blank 
BM-ln...  College.  In  th.  hope  that  my  application  may  be  regarded  with  favor.  I  am.  Your, 
respwtfully,  Cliarle*  Lamb. 

4.  Room  20  Uwlor  Bld»  Toronto  June  30  1901)  Mr.  W.  H.  Smith  Prw  The  Blank 
BuilnMn  College  Toronto  Ont  Dcnr  .Sir  Mr  ChaK  Tjimb  of  220  fierrard  St.  E  City  ba. 
appliwl  to  me  for  a  ponition  a.  Ixwkkwper  in  my  office,  an.l  he  ha.  includnl  your  name 
among  hi,  reference.  Would  you  have  the  kin.lne.,  to  write  m..  whatever  you  kno^  of 
Mr.  Lamb  in  regard  to  hh  character.  bu.ine-H  ability,  and  experience?  What  in  your 
candid  opinion  a.  to  hi,  fltne,,  for  thi,  po.ition?  Thanking  you  for  any  trouble  to  which 
thi,  matter  may  put  you.  I  am.  Your,  vory  re,pe<tfully.  .hmta  B.  Manon. 


LESSON  5. 

6.    COMPLIMENTARY  CLOSING. 

The  complimentary  closing  is  the-  term  of  courtesy  with  which  we  close  a 
letter.  It  corresponds  to  the  good-bye  of  a  personal  parting,  and,  like  the  saluta- 
tion, IS  a  matter  of  politeness  or  courtesy.  Sometimes  it  is  a  matter  of  conven- 
tionality with  some  writers,  yet  with  the  best  correspondent  care  will  be  exercised 
m  the  choice  of  appropriate  words  even  in  this  part  of  a  business  letter. 

SOMK   FORMS   or   COMPUMENTARV    OlXJSINOS   ARE: 


For 


Form  '2 


Form 


Form 


h^ 
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Points  to  observe  ark: 

1.  It  follows  the  body  of  the  letter  on  the  next  liii<>  Im>Iow. 

2.  Use  the  word  or  words  most  appropriate  to  the  occasion.  The  most 
common  forma  Are:— Respectfully,  Yoiir»  rcsprct fully,  Youri  very  retpect fully, 
Yours  truly.  Yours  very  truly,  Truly  yours.  Yours  faithfully,  Faithfully  yours. 
Yours  sincerely.  Cordially,  Cordialhi  yours.  Yours  gratefully,  and  Yours  fra- 
ternally. 

3.  If  only  one  line  is  rciiuircd  for  the  complimentary  closing,  place  it 
centrally  on  the  line. 

4.  The  words  in  the  complimentary  closing  should  never  bo  abbreviated; 
as,  Yours  resp. 

P      Capitalize  the  first  word  only  (See  Forms). 

..    Follow  the  complimentary  closing  with  a  comma. 

7.  If  the  complimentary  closing  is  eoniiccted  with  the  last  sentence  of  the 
body  of  the  letter,  as,  "Hoping  yon  will  consider  (his  favorably,  ue  rrmain.  Yours 
very  truly,"  such  sentence  should  always  begin  a  new  paragraph;  we  remain 
■hould  not  be  placed  on  a  separate  line  but  should  be  written  connected  with  the 
sentence,  preceded  and  followed  by  a  comma,  and  the  complimentary  closiu'^ 
follows  on  a  new  line  (See  Form  4). 

8.  If  the  last  sentence  of  the  body  of  the  letter  ends  with  a  period  and  the 
complimentary  closing.  "/  am.  Yours  very  truly,"  be  used,  "/  am,"  should 
nsually  begin  a  new  line,  with  the  words,  "Yours  very  truly,"  in  their  proper 
position  on  the  next  line  following  (See  Form  .31. 

9.  Never  write ' '  Yours,"  for  a  complimentary  closing,  unless  you  are  really 
theirs.  Do  not  write  "Yours,  etc."  Too  often  this  form  is  used,  when  the  writer 
possibly  took  little  thought  concerning  its  meaning.  What  does  "etc."  mean,  in 
this  connection  T    It  might  mean — 

1.  That  the  writer  had  no  sentiments  to  express. 

2.  Thf .  he  had  some  that  he  did  not  wish  to  expr(>ss. 

3.  That  he  was  too  lazy  or  careless  to  write  a  full  eoinplimentary  closing. 

4.  That  he  was  ignorant  and  never  interested  himself  to  look  into  its  prob- 
able inierpretation. 

10.  Never  use  such  endings  as.  "Having  nothing  more  to  say,  I  icill  now 
close,"  or  "/  will  now  close,"  followed  by  signature.  These  are  meaningless 
statements  used  at  the  end  of  a  letter.    Avoid  them. 


EZXBCISES. 

Write  carefully  the  following  exercises  in  your  exercise  book,  have  them 
checked,  then  copy  in  your  Correspondence  Blank : 

1.  Yours  very  truly 

2.  Cordially  yours 

3.  I  am  yours  very  truly 

4.  Trusting  that  I  may  hear  favorably  from  you  I  am  Yours  very  respectfully 

5.  Awaiting  your  orders  we  are  yours  faithfully 

6.  Shall  we  not  hear  from  you  by  the  15th?    Yours  very  truly 

7.  Thanking  you  in  anticipation  I  remain  Respectfully  yours 


H.  Tru.tin«  that  w«  may  hMr  from  you  w.  ,„.  r^ry  ♦nily  yotirt 

».  With  thr  srMlixt  Mt.om  and  r«pwt  I  rmnin  yo„r«  .inrcrtly 

10.  Rollciting  •  «.ntln.mn«.  of  y,„„  p.„„,n,g,  ^.  ,^,„„,„  ,„„,,  MthtM, 

11.  With  br<t  wUhn  .incFi     v  youn 

fooJ  fortumi  to  m.li.fy  y.ui  nt  all  tin,.-,  «o  romniti  v.ry  truly  ym,r. 


LESSOR  e. 

«     srONATJIKK. 

The  HiKnalurc  is  the  nanie  ..f  th.-  wrilt-r  ..r  th..  ....mp.inv  h.-  n-i.r,->«.titi..    ().-on- 

monally   8..,ne  pcr«.,m  like  to  annoy  thoir  friends  l.y  writin,r  th.-m  anonvi.u.us 
MtPM;  but  intelliKent  persons  will  refrain  fr.,in  siu-h.    Car.-fiil  p..rH..Ms  ^  uvll 
aa  carelesa  persons  .piif.'  often  write  letters  an.l  r..r,f.-t  I.,  si^,,  them.    Verv  often 
much  ineonvenience  an.l  loss  of  time  and  money  are  .Kjoasione.l  by  su.-h  eare^ 

l6MD6fl8. 

SOMB  P0BU8  OF  8I0N.\T(JRE8   ARE: 
Form  1. 


Form  2. 


FoMtS. 


E.  Winter  &  Co. , 
Rutherford  &  Marshall, 


per 


Form  4. 


The  Adams  Furniture  Co.,  Limited, 


per 


Pres. 
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fami  A, 


Oan*di*n  0«neral  lleotrio  Co.,  Limittd, 


/ 


Form  H. 

The  T.    Eaton  Co.,    Limited, 


per 


Mgr.    Furniture  Dept. 
JVo<e  •    Copy  above  forms  in  your  ('orn'MpoiKli'iiw  Ulank.    Watch  puaition  of 


signature. 


Points  to  obuekve  akk: 


1.  The  signature  shoultl  follow  the  votnpliim'iitary  cliMing,  on  th<>  next  line, 
and  Hhould  begin  ao  as  to  end  near  the  right-hand  edge  of  the  paper.  The  length 
01  name  will  determine  where  to  begin.  Alwnys  end  the  signature  near  the  edge 
of  your  letter-paper  and  do  not  leave  otie-tliird  of  the  width  of  the  pagi?  Iictwecn 
it  and  the  edge. 

2.  The  signature  should  be  written  plainly. 

3.  Be  sure  the  letter  is  signed. 

4.  The  signature  should  always  Ik-  written  in  the  same  form  and  style.  It 
should  be  written  or  expressed  in  a  plain,  unmistakable  manner.  If  you  write, 
i7.  Henry  Morrow,  use  that  in  every  case.  Do  not  write  J.  II.  Morrow,  James  II. 
Morrow,  James  Henry  Morrow  and  J.  Henry  .Morrow  in  the  four  diflPerent  sea- 
sons of  the  year.  Use  a  form  and  stick  to  it.  This  \a  important,  too,  when  you 
leave  your  signature  ot  a  bank.  Be  sure  you  know  your  own  signature.  Uni- 
formity of  style  may  Iw  secured  by  using  a  riiblHT  stump.  .Many  letters  are 
signed  in  this  way,  particularly  where  several  hundreds  go  out  each  ''"y. 

.5.  Where  different  memlM-rs  of  a  firm  .sign  the  firm  name,  •.  . .  .•tometimes 
desirable  that  the  signatures  of  the  different  members  l)e  distinguished  in  some 

way.    This  may  be  done  by  writing  under  the  general  signature,  per ,  say 

per  W.  Marshall.  a.s  in  F'orm  :5.  Also,  when  otie  person  has  a  power  of  attorney 
to  sign  a  firm  name,  this  form  is  used.  Write  the  firm  name  first,  then  write 
under  the  same,  say,  per  E.  Kemp,  if  Kemp  has  authority  to  sign. 

6.  The  signature  should  be  followed  by  the  name  of  the  ofTlce  the  writer 
of  the  letter  holds,  in  letters  from  joint  stock  companies,  and  all  official  letters; 
as.  Secretary,  President,  Iblanager,  Ca.shier,  etc.     (See  Forms  4  and  5.) 

7.  A  woman  writing  to  a  stranger  when  a  reply  is  expected,  should  prerix 
the  signature,  in  parenthesis,  with  Miss  or  Mrs.  Do  not  hesitate  in  doing  this, 
as  it  is  quite  within  the  bounds  of  propriety.  If  a  letter  is  written  by  a  woman 
and  signed,  M.  A.  Martin,  it  is  ditiF  Milt  to  knc  v  \. '.ether  our  reply  letter  should 
be  addres.sed  to  Miss  M.  A.  Martin  or  .l/r.<.  .1/.  A.  Martin.  Then  again,  when 
we  have  received  a  letter  from  M.  A.  Martin,  the  signature  might  represent  Mr. 
M.  A.  Martin,  which  is  the  usual  inference,  unles.s  it  is  prefixed  with  Miss  or 
Mrs.    Do  not  use  the  title  Mr.  before  the  signature. 


3. 

4. 
S. 
«. 
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ExBaciuf. 

WritH  cHrefully  th..  follow i„u  ..x-T-iH,^  i„  y..„r  ..x.-ni*.  I^H.k.  Imv  ^m, 
d.«,k.Hl.  !he„  CO       neatly  in  your  Corr..H,Kmd..ruv  RUnk: 
I.     Kv*|>«vtrul      j.,ur.  Ilv.liip  liru, 
8.     Vimr«  v»r.v  <i.riiittll.v  \V.  11    Mhirniun 

KrutirrMilly  Alfml   Uu.hlleM  Sirnrtary 

I  «m  your,  vury  r..,|,«if,.ll.v  H-Ihti  H,K..,....r  Cl„,ir,„..n  «(  «,mmilt«. 

Ilopintf  I.,  h..«r  from  you  -.«,„  |  r.o.uih  ym,  ^,■„   ,n,lv  W.n  U  A.luin, 

.ll«n  ti«n«rul  KK^rtric  Mf,(  (»  l.lmltrd  p.-r  J.i.  Kiol.U  ««•  7  nu 

w..iJBr!;'*';:'urw"w;i"'' "■""" - "•  ^ y ' """^ 

.•«r»ly  In>|wriul  g„.  „.  Utnit.M  pt-r  C.  HoIhtI,  «.oii.t,iry 

v.ryi.;:;r^,;;::,::;  rT..';:,:'t. ';;„;: ""-  •" "-  """""■ '- •" "'  •"  ^-- 

r«pi.;fu,ry'T,rs:s "" """"' "  ^ '•^'  ~"^-"'""-  ""•■  •"■"«-  ^ ^.v 


LE8S0H  7. 

FOLDIXO.  INSKHTINd  .WD  SKALINO. 

It  in  .,uit..  ru..vssHry  fl.at  a  .•..rr.-s,„„ul..tit  shoul.'  know  l...w  to  fold  n  husin,.*, 
Mter  a.  .t  .H  one  of  th.  littl.  ,hin«s  that  ,li.tin,..ish,.s  a  novice  fro.n  a  tai    !^ 

kn  Tr        •  ,  ^""  '"'"  •*'"'"*"•  '•"■»^''>'  ''••  ""•*•  "-^ '•''■' «  «f  vo„r  skill  and 

kn.,wledge   so  do  not  ..x,...rinKM.t  u,mr.  n  k.ttor..sh....t  l.ut  fol.l  it  ..„P..f,dly  Id 

way.    No  n.atter  how  well  you  have  eonu.os..d  yo,.r  l.tfr  and  written  .t  either 

r.  If  "■"  V-''^'"'7"'''-  i».  "'«y  '•"  '*l"'il-l  '-.v  an  awkward  folding.    The  ri«ht  way 
!•:  always  easier,  so  learn  it.  »-"»".) 

FoLDi.\(i  Lettkk-I'aher. 
(1  ^     To  fit  an  ordinary  busineiw  envelope : 


— -     rj 

KoUl  fri)iii  biittoin  lu  lop. 


Th»n  fold  from  liifht  to  left. 


18 


(2)     To  fit  an  official  envelope : 


Fold  from  top  to  bottom  almoft 
ODe-third  of  the  length. 


Fold  from  bottom  to  top  alniOHt 
one-third  of  the  length. 


Letter-paper  is  8  by  10  inches  or  S''^  by  11  inches  in  size  and  may  be  folded 
in  two  ways: 

First. — To  fit  an  ordinary  business  envelope,  which  is  obloiifr  in  shape,  lay 
a  sheet  of  letter-paper  before  you  as  when  writing  upon  it,  turn  the  lower  edge 
up  far  enough  to  make  the  .sheet  when  folded  a  little  less  than  the  length  of  the 
envelope,  leaving  about  one-fourth  of  an  ineh  between  the  two  top  edges,  inaK- 
ing  the  side  edges  exactly  even ;  then  press  down  the  fold  neatly  and  firmly  with 
the  fingers,  if  clean ;  if  not,  with  a  blotter  or  paper  knife.  Now  fold  the  right 
side  over,  about  one-third  of  the  width  of  the  paper,  and  press  down  the  fold. 
Next,  fold  the  left  side  over  about  one-third  of  the  width  of  the  letter-sheet  and 
pre.ss  down  the  fold. 

Great  care  should  be  taken  that  the  letter  docs  not  fit  tlie  envelope  tightly. 
There  should  be  about  one-fourth  of  a:i  inch  play  on  the  side  and  t  n;l.  Some 
persons  try  to  get  paper  to  fit  so  tightly  that  it  is  dilTieult  to  insert  the  letter.  It 
would  be  better  to  fold  the  letter  an  inch  too  small  tlian  so  large  that  it  cjin 
hard];,  be  inserted,  as  in  the  latter  case  you  will  mutilate  the  envelope,  which 
should  always  be  guarded  against.     (See  illustrations  for  folding.) 

Second. — To  fit  an  olTieial  envelope,  whicli  measures  sibout  4  by  !)  inches, 
fold  the  sheet  from  the  bottom  up.  nearly  as  i'nr  as  the  envelope  is  wide,  then 
from  top  down  about  the  same  distance,  thus  giving  two  folds  and  three  thick- 
nesses of  paper.    This  method  also  npplics  to  folding  a  note  sheet,  gencriilly. 


Insert!  NO. 

The  easies*  vay  to  insert  the  letter  in  the  envelope  is  the  rignt  way.  .\fter 
the  letter  has  been  folded  according  to  foregoing  instructions,  tike  the  envelope 
in  the  left  hand,  with  the  back  of  it  up  and  the  opening  towiird  the  right;  then 
with  the  right  hand,  take  up  the  letter  as  it  lies -after  folding  and  insert  it,  put- 
ting in  tlie  last  folded  edge  first.  If  the  lett(>r  is  inserted  in  this  way,  the  corners 
will  not  catch  on  the  envelope,  and  when  taken  out  in  the;  ordiiii  vay  and 
ojiened,  the  letter  will  be  right  side  up. 
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Sealing. 

Always  see  that  your  letters  are  carefully  sealed.    Tlu,  sealing  of  a  letter  is 
a  simple  matter,  and  yet  some  make  gross  errors,  especially  where  there  "no 

no?        1   ''"^^  ^"^  ?  '^'  ^"^'^''"P^-    '^'  Kummed  envelopes  are  now  n  co,n 
mon  use,   the  process  of  sealiu,.  is  necessarily  simple.     Slightly  dam,  en  the 

S™af it'alel  11""^'"'''.  'T^^  """  ^°^^"  ^'^^^^^  anibefore  Eg  t 
see  tha  it  adheres  Use  your  ha.ul.  if  it  is  clean,  to  press  down  th.-  (lap.  otherwise 
use  a  blotter  or  a  sheet  of  paper  under  your  hand.  Be  neat  in  this  simple  matTer 
f  you  use  mucilage,  use  it  spari„,-ly.  as  a  little  is  usually  sufficient  at  thrsame 
.me,  be  sure  you  confine  it  to  the  tlap  of  the  envelope.  Occasional;  "etters  eT 
tainuig  valuable  records  or  money  are  sealed  with  iax,  but  this  c  st.  n  Tg 
ually  going  out  of  practice.  Do  not  seal  letters  of  in  rodu.tion  o  H  ers  t" 
recommendation,  if  delivered  by  the  p.-rsor,  introduced  or  .vcon.m^nded. 

KXEItCISES. 

letter 'i;earnnnJ'"\v"".''   'f'"'  •'"  '""''''  ""''"   "'"^y"  ""   -'•'"^""  ^••««'t«  "f  busino^s 

et  er-I,ca>l  papor.     UrUo  the,,,  «itl,  a  free  runni,,;-  1„„„|  an.l  keep  tl,e,n  perfectly  free  from 

I0.H  ana  erasures^     K..1,,  ,our  letters  properly  an.l   insert  them     n   ....sin'erenvellp^    "ay 

m'-"  ;  "■■  «•     Remember  to  writ,-  o„  o,,..  si.le  only  of  the  letter-sh,..   paper.     Tnot  Z 

your  envelope  but  turn  flap  under.  ' 

onvell   M^'-  '"V!;""'  """'  '"'  ■'""■  '''"'•'•■^•"■'"  P^'Por.  fohl  each  of  the.n  to  fit  an  official 
on»elope  a„,l  .nsort  the,,,  .n  oflieial  envelope-.     T,.rn  the  flap  nn.le,   witbont  sealing  it. 

THE  SrPERSCIUPTIO.V  OR  ENVELOPE  ADDRESS. 

detail  should  be  given,  and  what  we  ..all  a  .-onvonience  on  th.  insi.l,.  of  the  letter 
now  becomes  indispensable. 


Points  to  ohskuvi-:  aki;: 

1.     The  name  and  title  should  ho  written  at  or  near  th, nl,v  of  the  envel- 

ope.  on  an  imaginary  lino  parallel  to  its  top  and  bottom  edges.  They  should 
commence  tar  enough  to  the  left  .so  that  ,ho  spaces  on  the  riglu  an,l  left  L  about 
equal,     (hee  illu.strated  Forms.) 

lino  ^Ve^'t"  *^"\f '^'-t  «"'!  """i'""'-  «••"  ?iven.  they  usually  follow  on  the  second 
Ime.    (See  Forms  .1  and  4.) 

3.  Th,'  name  of  the  county,  when  given,  sh.mM  be  written  on  the  third 
line  or  in  th,-  lower  left-hand  corner  of  the  envelope.     (Form  1.) 

4.  When  the  box  number  is  given,  it  may  be  expres.sed  in  the  lower  left- 
hand  corner ;  when  a  letter  of  introduction  is  given,  the  name  of  the  person  intro- 
duced should  be  written  in  that  position.     (Forms  2  and  6.) 

h.J'  ^•^"''?;^  «°y  «P««i«l  instructions  .should  be  placed  in  the  lower  left- 
hand  corner  of  the  envelope.    (See  Form  5.1 

littlelthr'^  Z'T^""  ^''V^  ^^'  '"'••''=*'""  *'*''°^  ^^'  "-^'"^  «houl.l  begin  a 
litt  e  to  the  right  of  the  one  above  it  and  written  in  straight  lines  e.p.allv  spaced 
and  parallel  to  the  top  and  bottom  edges  of  the  envelope 
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Model  Forms. 

• 

arruiin  in  nvt  bums  to 
TNC  aoOK-KCCKH  PUBLISHina  Co..  LTO. 

OtTKOIT,  MICH.,  U.  •.  «. 

• 

,_,/_-t-^r.'C-<'-^5»2..A-«'-*«--«-^«r, 

2 

3 

^^^^C 

81 


;^r^.-'/^-<^-.^ 


^.^ 
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,.«  ^'i  ^°  °°*  """'^  ^''^  enveleipp,  as  it  ia  quite  unbusiness-like.  If  you  have 
difBculty  in  getting  lines  straight  and  paralH  witli  thf  edges,  you  mav  rule  a 
small  sheet  of  paper,  with  heavy  black  lines  and  place  it  inside  the  envelope  while 
addressing  it,  being  careful  to  remove  it  before  inserting  the  letter.  Never  rule 
the  envelope  with  a  pin  or  pen-knife  as  the  eye  can  alway,s  detect  it  and  you  are 
stamped  a  novice  at  once.  Watch  these  little  things  in  correspondence  and  never 
despise  them.  Dispense  with  all  aids  as  soon  as  you  can.  Practice  until  you 
can  get  good  results.  ^ 

8.  Address  a  person  as  he  himself  writes  his  name.  If  a  person  spells  his 
name  in  a  peculiar  manner,  or  divides  it  likewise,  address  him  in  that  style 
Kespect  the  peculiar  whims  of  your  correspondents  and  thev.  in  return,  will 
respect  you  the  more.  The  author  knew  a  man  who  alwavs  signed,  A.  R.  Wesley 
Wmizer.  It  would  not  be  proper  to  address  him  Alcr.  R.  IT.  Wamer,  or  in  any 
other  form  than  the  way  in  which  it  was  signed. 

9.  When  addressing  the  envelope,  see  that  the  flap  is  farthest  from  you,  else 
you  may  address  it  upside  down.  1),.  not  insert  the  letter  until  the  envelope  is 
addressed. 

10.  A  business  envelope  should  have  the  name  and  address  of  the  firm 
printed  on  the  top  left-hand  corner  of  the  envelope;  as.  "//  tint  called  for  in  10 
days,  return  to  The  W.  R.  Brock  Co.,  Limited,  Toronto,  Ont."  (See  Forms.)  If 
the  letter  does  not  reach  its  proper  destination,  it  will  be  returned  to  the  writer 
m  this  case,  and  will  not  be  sent  to  the  Dead  Letter  OlTii-e.  All  business  fir^is 
should  use  this  suggestion.    The  most  of  them  do. 

11.  When  several  letters  are  written  at  one  tinio,  to  nvoiil  enelosinsr  tliem  la 
the  wrong  envelope,  as  each  envelope  is  addres,sed.  the  letter  lo  whioh  it  belongs 
should  be  enclosed  at  once.  If  the  letters  are  to  be  reviewed  by  anotli.'r  person, 
as,  secretary  of  company  or  a  partner,  each  letter  should  be  slipped,  unfolded, 
under  the  flap  of  the  envelope.  Then  fifty  letters  eoiild  be  piled  up,  one  upon 
another,  in  a  systematic  order  for  signin<».  Stenographer.?  will  nlwnys  bear  this 
plan  in  mind.  They  should  study  to  relieve  the  employer  of  all  unnecessary 
work.    One  way  to  do  it  is  by  correct  arrangement  of  your  correspondence. 

12.  In  addressing  commercial  travellers,  or  persons  who  are  temporarily 
stopping  in  a  city,  write  "General  Delivery"  or  "Transient"  in  the  lower  left- 
hand  corner  of  the  envelope.  In  case  a  commercial  traveller  remains  in  a  place 
for  two  or  three  days  only,  words  may  be  added  as  illustrated  in  Form  5.  Thou- 
sands of  transient  letters  go  astray  owing  to  imperfect  superscriptions. 

13.  The  writing  on  an  envelope  should  be  plain  and  neat,  .\ever  put  any 
fancy  strokes  or  ornamental  writing  on  a  business  envelope.  Write  with  a  free 
movement,  in  a  straight  direction,  and  with  a  legible  style. 

14.  Lastly,  see  that  your  direction  is  complete  in  every  detail,  before  allow- 
ing the  letter  to  leave  your  hands. 


COMMO.V   .-'RRORS   IN  TI  IS   I'AKTICII.AR  ARE: 

1.  By  omission  of  province  or  state.  In  many  cases,  where  province  or 
state  is  omitted,  unless  name  of  town  or  city  is  well  known,  the  letter  will  be  sent 
to  the  Dead  Letter  Office.  Sometimes  the  most  careful  writers  unintentionally 
omit  the  province  or  state. 
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2.  By  giving  the  wrong  province  or  state.  A  person  who  becoinea  accus- 
tomed to  writing  one  province,  as,  "Ont.,"  on  his  letters  is  quite  liable  to  insert  it 
on  an  occasional  letter  destined  for  another  province. 

3. .  By  the  omission  of  the  Post  Office.  Iti  this  case,  it  will  go  to  Dead  Lettir 
Office  unless  an  envelope  with  printed  instructions  on  top,  left-hand  corner,  is 
used. 

4.  By  wrong  arrangement  of  the  parts.  If  --.Ur.  G.  Frank  Oorrie,"  should 
be  written  on  one  line,  it  would  in  nine  ca.ses  out  of  ten,  be  interpreted,  •Mr.  G. 
Frank  Gorrie."   Each  part  should  have  a  line,  not  name  and  place  ou  oin'  lirif. 

The  following  are  the  abbreviations  for  the  names  of  the  provmces  of  the 
Dominion  of  Canada : 


Alberta Alta. 

British  Columbia B.C. 

Manitoba Tilan. 

New  Brunswick X.B. 

Nova  Scotia x.s. 


Ontario Ont. 

Prince  Edward  Island P.E.I. 

Quebec Que. 

Saskatchewan Sask. 


The  United  States  Official  Postal  Guide  furnishes  the  following  list  of 
correct  abbreviations  for  the  names  of  the  states  and  territories  of  the  United 
States: 


Alnbaiiia Ala. 

Arizona Ariz. 

Arkansas Ark. 

California Cal. 

Colorado Coio. 

Connecticut Conn. 

Delaware Ool. 

District  of  Columbia D.C. 

Florida Fla. 

Georgia fj,, 

Illinois Jl] 

Indiana I,„l 

Indian  Territory \,x(\   '|- 

Kansas Kans. 

Kentucky Kv. 

Ijouisiana j^a 

^Maryland '  ^f,^ 

JTassachuspfts Mass. 

^^'chicran ^,i\^]^' 

Minnesota Mum. 

AFississippi J.fiss 

^Fifsdnri ■;\j-,i 


.Montana Mdiit. 

Nebraska Xdir. 

Nevada Nev. 

New   IlamiisliiiT N.II. 

New  Jersey N.J. 

New  ilexico N.  Mex. 

New  York- N.Y. 


North  Carolina 
North  Dnkctn    . 
Oklahoma.  .     .  . 
Pennsylvaiii:!.  . 
Rliodc  Tslniul .  . 
Sdtitli  Camliiiii 
South  Dakoln 
Teniiessf'iv  . 

'iVxas 

Vermonl 


N.C. 

.  N.  Dak. 
.    ...Okla. 

Pa. 

R.I 

.    ..S.C. 

S.  Dak. 
...  Tcnn. 

Tex. 

VI. 


\'ii'!ritiiM Va. 

A\'M^liiTi!rto" Wash. 

West  Vir-i'iiii W.  Va. 

AViscoMsi!! Wis. 

Wydiiii'iL' Wyo. 

The   followinsr  should   not  be   abbroviiit.'d :    Alaska.    Hawaii.    Town.   Ohio. 
Samoa.  Guam,  Idaho.  Maine.  Orej^on.  T^tah. 

Exercises. 
Take  foolscap  paper  and  cut  the  size  of  a  business  envelope,  say  ^U,  by  6 
inches,   and  write   neatly  the   followin','  sui)erseiiptioiis.   after  they  have  been 
sketched  in  your  exercise  book  and  cheeked.    Cut  the  paper  so  that  the  bine  lines 
run  -  "tically: 


Ont 


1. 

2. 
3. 
4. 
5. 
,  0. 
7. 
8. 
0. 
10. 
II. 

12. 
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Mr  Benaon  Juhnaton  Listowel  Ont 
J  B  Wuiizir  Ksq  84  St  IJelcn  St  Montreal  Que 
Mr  J  \V  Flavi'lle  Toronto  Ont  80  Queen's  I'urk 
Me»«r3  II  II  Iluirnmn  &  Co  Chicugo  Illinois  175  Munroe  St 

Ihe  n.chn.o„a  &  Backus  Co  Stationers  and  Printer.  Detroit  Mich  183  Jefferson  Ave. 
X  Y  i5  in  care  of  Tlie  Globe  City 

John  Jluson,  I.I.U  Klliott  House  Boston  Mass  Please  forward  in  five  day. 
Box  804  T<le>,'runi  City  ' 

blaster  John  Kobinxon  in  care  of  \Vm  Robinson  Esq  Woodstock  Ont 

Mfg.  Isaac  J  JIarsh  Fulton  Lincoln  County  Box  30  Ont 

Mr.  Alfred  Onrbutt  Fergus  Ont  After  10  days  P  M  will  please  forward  to  Goderich 

Mr  C  W  Eaton  Cleveland  Ohio  Introducing  Mr.  Albert  Secord 


LESSON  8. 

THE  STAMP. 

The  general  postape  rate  in  Canada  and  United  States  for  sealed  letters  is 
two  cents  for  each  ounce  or  fraction  thereof.  Although  ^ve  may  think  the  affixing 
of  a  postage  stamp  is  n  small  detail  in  correspondence,  yet  there  is  always  a  right 
way  to  do  even  that. 

Kindly  observi:  the  foli-owing  points: 

1.  Prepay  the  postage  of  your  letter  by  putting  on  a  stamp  of  the  proper 
denomination.     A  two-cent  stamp  is  always  preferable  to  two  one-cent  stamps. 

2.  The  proper  place  for  the  stamp  is  in  the  upper  right-hand  corner  of  the 
envelope.    Never  place  it  in  the  left  corner. 

3.  In  affixing  the  stamp,  leave  a  margin  of  about  one-eighth  of  an  inch 
between  the  edges  of  the  stamp  and  those  of  the  envelope.  Be  sure  to  keep  the 
edges  of  the  stamp  parallel  to  the  edges  of  the  envelope. 

4.  Be  sure  you  affix  the  stamp.  Sometimes  it  is  placed  so  hurriedly  that 
only  a  corner  of  it  adheres,  and  as  a  consequence,  gets  rubbed  off  in  the  mails. 

5.  Keep  your  stamps  in  a  dry  place.  If  the  gum  is  nearly  off.  always  put 
a  little  mucilage  or  paste  on  the  stamp  to  insure  firm  adhesion  to  the  envelope. 

6.  Do  not  put  the  stamp  on  upside  down.  A  careful  correspondent  will 
watch  the  little  things. 

7.  When  enclosing  a  stamp,  dampen  one  eornor  of  it  and  attach  it  to  the  top 
section  of  the  sheet.  Letters  asking  favors  should  alwavs  contain  a  stamp  for 
reply,  especially  those  addressed  to  persons  who  may  be  disinterested. 

8.  In  certain  eases,  a  self-addressed  and  stamped  envelope  mav  prompt  a 
quick  reply. 

TT  •  ^'^  J'*'^**'^^  P'^^ted  in  Canada.  ad(lres.sed  to  any  place  in  the  Dominion  or  to 
United  States,  require  two  cents  an  ounce.  If  unpaid,  such  letters  cannot  be  for- 
warded, but  will  be  sent  to  the  Dead  Letter  Office.  If  partiallv  prepaid  the 
letter  will  be  forwarded  to  its  destination  and  double  the  .leficiencv  charged  on 
delivery. 

10.  Letters  mailed  at  any  office  for  delivery  at  or  from  the  same  office  pro- 
vided that  the  office  is  not  one  at  which  free  delivery  bv  letter-carriers  is  estab- 
lished, are  charged  one  cent  an  ounce  and  must  be  at  least  partiallv  prepaid 
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otherwise  they  are  sent  to  Dead  Letter  Office.  Letters  mailed  at  atid  for  delivery 
from  an  office  at  which  there  is  a  free  delivery  by  letter-carriers  are  liable  to 
two  cents  an  ounce. 

For  further  postal  information,  classification  of  first,  set-ond,  third  and 
fourth  class  matter,  refer  to  the  Canadian  Almanac,  a  yearly  publit-ation  which 
contains  up-to-date  postal  information. 

POSTAL  CARDS. 

Postal  cards  are  used  to  make  minor  business  announecments.  On  account 
of  the  publicity  given  to  matter  expressed  on  postal  cards,  they  should  not  be 
used  for  important  communifatioiis.  Private  matter  should  never  i)e  written  on 
a  postal  card  unless  it  is  impossible  lo  olitaiii  other  slationery. 

SOMK  POI.VTS  RELATIVE  TO  POSTAL  CAUDS  ARE : 

-.  They  may  be  used  to  maite  brief  business  announcements;  e.g.,  a  bank 
when  increasing  the  rate  of  interest  allowed  to  depositors  might  use  a  printed 
card,  notifying  its  thousands  of  customers  of  the  increased  rate. 

2.  Important  communications  should  alwavs  be  expressed  in  a  letter  not 
on  a  postal  card. 

3.  If  the  addressee  does  not  call  for  the  card,  it  is  never  returned  to  the 
writer.  For  this  reason  alone,  it  would  be  folly  to  use  it  when  a  letter  should 
have  been  sent. 

4.  Nothing  but  the  address  should  be  written  on  the  faee  of  a  po.stal  card. 

5.  Always  express  the  heading  in  full,  the  same  as  in  a  letter,  use  a  saluta- 
tion, write  the  message  and  follow  same  with  complimentary  closing  and  signa- 
ture. You  will  observe  that  the  inside  address  as  expressed  in  a  regular  business 
letter  is  omitted. 

6.  Never  write  a  demand  for  money  on  a  postal  enrd.  In  some  eases  it  is 
used  by  firms  who  conduct  their  business  on  the  instalment  plan  as  a  form  of 
receipt.  The  card  is  printed  in  receipt  form  with  a  blank  space  in  which  is 
entered  the  amount  of  instalment  as  received.  Even  in  this  case,  a  letter  should 
be  used. 

7.  Do  not  use  a  postal  card  for  social  correspondence.  It  is  not  considered 
good  taste. 

8.  Special  cards  of  various  sizes  within  a  limit  of  .3';^  by  6  inches,  printed 
on  face  side  and  marked  "Private  Postal,"  are  now  in  common  use  among  busi- 
ness firms.    When  used,  they  must  always  be  prepaid  by  affixing  a  one-cent  stamp. 

9.  As  postal  cards  are  always  looked  upon  as  of  less  importance  in  the 
mail?  •'hey  are  liable  to  miscarriage,  hence,  where  dispatch  is  necessary,  use  a 
letter. 

EXERCTSES. 

1.  Sketch  suitable  matter  for  two  postal  cards,  according  to  instructions  contained 
in  this  lesson,  in  your  exercise  boolc,  get  your  work  checked,  then  copy  neatly  on  the  Postal 
Cards  which  you  will  get  at  the  post-office.  Attach  these  witli  a  paper  clip  to  your  Corres- 
pondence Blank. 

2.  Also  draft  matter  for  two  private  postal  cards,  have  same  checked,  then  copy 
neatly  with  pen  and  ink  upon  two  Private  Postal  Cards  which  your  teacher  will  supply 
you.  Do  not  forget  to  affix  a  one-cent  stamp  to  the  Private  Postal  Card.  Attach  these 
with  a  paper  clip  to  your  Co-respondence  Blank. 


SECTION  2. 


LESSON  9. 
COMMON  ERRORS  IX  ENGLISH. 

The  following  examples  will  illustrate  some  of  the  common  errors  in  speech, 
as  well  as  in  written  work.  The  incorrect  words  are  written  in  italics.  Tht- 
proper  word  to  use,  in  each  case,  is  expressed  in  marks  of  parenthesis.  Studv 
each  sentence. 

1.    Ain't  (aren't)  you  coming! 

'Tain't  (it  is  not)  here.    I  hain't  (have  not)  time  to  search  any  longer 


2. 
for  it. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 
manship. 
10. 
11. 
12. 
13. 


Don't  (doesn't)  this  please  you  t 

Divide  it  among  (between)  you  and  /  (me). 

Mr.  Shaw  will  return  at  a  quarter  of  (to)  five. 

Harry  sets  (sits)  in  back  of  (behind)  me. 

We  shall  come  and  (to)  see  you  Saturday  afternoon  next. 

The  balance  (rest)  of  the  club  have  got  (have)  automobiles. 

If  I  was  (vrere)  you.  I  should  spend  more  time  in  practising  pen- 


Mary  has  went  (gone)  home. 

Will  you  learn  (teach)  me  my  spelling  lesson  f 

Have  you  got  (have  you)  a  text-book  on  Auditing? 

I  have  got  (have)  six  problems  worked,  out  of  eight  contained  in  this 
here  (this)  section  of  Arithmetic. 

14.    If  I  was  (were)  her  (she),  I  shouldn't  think  of  doing  it. 
I  done  (did)  that  exercise  yesterday. 
I  seen  (saw)  you  last  evening. 
Has  the  bell  rang  (rung). 

I  have  saw  (have  seen)  shorthand  written  at  the  rate  of  three  hundred 
words  a  minute. 

19.  Wos  (were)  you  there? 

20.  The  boy  and  the  girl  writes  (write)  well. 

21.  The  boy  or  the  girl  write  (writes)  frequently. 

Note.— Two  or  more  singular  nouns  connected  by  "and"  should  be  followed  by  a  plural 
verb;  but  if  connected  by  "or,"  a  singular  verb.    See  20  and  21. 

22.  He  sent  this  for  you  and  /  (me). 

23.  You  can  write  better  than  me  (I). 

24.  William  said  it  was  him  (he)  who  did  it. 


15. 
16. 
17. 

18. 
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26.    He  saw  a  man  whom  (who)  he  felt  nun.  was  the  burglar. 

26.  Who  (whom)  did  you  apeak  tot 

27.  The  man  who  (whom)  I  met  was  Mr.  Ilujchea. 

«-  ,f  ^„*'~r"„?'""^  dl.tlngui,h  th.  .ubjective  form  from  the  objective  form  of  pronoun. 
OM  M,  20  and  27. 


28.    Two  dollars  wert  (was)  paid  for  that  liook. 


_  NOTt-OccMionally  the  subject  of  n  .entenre,  thouRl,  in  the  plural  f.,rm.  refer-  «o 
obviou.ly  to  a  «ingul«r  idea,  that  it  i.  allowable.  «,.  the  Rrou.id  of  ojajfe,  to  employ  a 
lingular  verb.     See  nlx.ve  example.  "  "-"P'"? 

29.  Neither  of  the  girls  write  (writes)  legil)ly. 

30.  Either  of  the  men  are  (is)  worth  fifty  thousiind. 

31.  Every  one  of  them  were  (was)  present  Saturday  aftornoon. 

32.  Each  of  the  boys  have  (has)  a  bicycle. 

33.  He  will  neither  use  it  himself  or  (nor)  let  any  one  els,,  xm-  it. 

34.  Either  Mary  nor  (or)  Henry  will  come. 

35.  He  neither  bought,  sold,  or  (nor)  '    changed. 

NOTI.— "Neither"  »liould  be  followed  by  -nor,-  and    '..itli-r"  l.y  -..r.- 

36.  Fetch  (bring)  my  exercise  book,  Hattie,  when  you  come. 

37.  Bring  (fetch)  me  the  keys,  William. 

38.  I  didn't  do  nofAinj;  (anything). 

39.  Did  you  ever  see  this  here  (this)  picture  or  that  there  (that)  one? 

40.  He  looks  like  a  new  beginner  (beginner)  at  typewriting. 

41.  Will  is  the  tallest  (taller)  of  the  two. 

42.  I  kuow  7.-here  John  is.  l)ut  I  caiDwt  (can  not)  tell  you. 

43.  I  can  not  (cannot)  swim,  as  I  have  never  learned. 

N0TE.-When   mere   unwillinsness   is   meant,   use   m,.   ,wt ;   when   absolute   inability   is 
asserted,  use  cannot.  ' 

44.  I  shall  not  enter  into  farther  (further)  detail. 

45.  He  could  go  no  further  (farther). 

iion.— Further  means  more;    farther  has   loferenee  to  distance. 


Exercises. 

Correct  the  errors  in  the  following  sentences,  by  writing  oael,  sentence  on 
your^exercise  book,  get  a  teacher  to  check,  then  copy  in  your  Correspondence 

1.  He  learned  me  to  write. 

2.  Who  did  you  see? 

3.  Was  it  him  or  her  who  done  it? 

4.  They  knew  whom  it  wa.. 

5.  We  was  sure  that  it  was  her. 

8.    John  invited  Annie  and  I  to  go  driving. 

7.  I  can  typewrite  as  well  as  her. 

8.  I  haven't  got  none. 


9,  Tb«ra  i»  neilb«r  income  or  ex|Mtri(liture  rreurdej  In  th«  book. 

to.  KKtotb  dollar*  war*  txpendeu  on  tha  tntcrpriic. 

11.  All  of  tliv  churches  ban  tall  npirt'i, 

12.  Each  o(  the  U>)-i  were  vary  itudioiu. 

13.  lie  includttil  my  brother  ami  1  in  tha  invitution. 

14.  1(  1  was  him,  1  would  acce|it  the  otfrr. 
lA.  Who  are  jruu  going  to  vole  (orr 

lU.  The  bcli  wa»  rang  at  the  regular  time. 

17.  Neither  one  or  the  other  wi>ii>  iili'uncd. 

18.  Ain't  you  going  to  school  r 

19.  He  ia  much  nion-  bolder  limn  hia  limther. 

20.  Of  my  t»o  lirotherit,  .lunieit  in  the  uldeat. 
81.  You  hadn't  ought  tn  dime  it. 

22.  I  hain't  got  my  lenMin  lii-duy. 

83.  Between  you  nml  I,  thia  work  ia  dilllcult. 

24.  Any  one  of  theae  two  utrceta  i«  good  (or  bicyrlinu. 

29.  I  will  try  and  we  you  tomorrow  morning. 

26.  Which  of  thcae  two  here  mnunzinca  ia  the  best? 

27.  Have  you  got  your  Arilhmeiic  with  you! 

28.  Sit  down  thnt  basket  of  apples. 

29.  Can  I  have  the  loan  of  your  text  on  iMxikkeepinK. 

30.  The  girl  who  you  told  mc  about  has  went  away. 

31.  They  oin't  no  uae  in  us  getting  there  nn.hour  before  time. 

32.  Don't  set  there  all  day  when  you've  got  work  to  do. 

33.  Would  you  go  there  if  yf)U  wns  mo? 
.14.  Who  did  you  jfi't   your  iidvice  from? 

35.  Every  one  of  them  are  quick  nt  flpures. 

36.  You  done  that  too  quick. 

37.  Have  either  of  you  a  pencil  ? 

38.  The  man  who  I  expected  to  And  is  not  here. 

30.  Have  you  wrote  your  shorthand  exercises  for  tomorrow? 

40.  I  done  the  examples  in  Kxercise  24. 

41.  I  seen  you  at  rhurrh  last  evening. 

42.  Kither  of  the  three  will  answer, 

43.  On  the  (lyleiif  wns  written  in  a  large  bold  hand  the  two  names. 

44.  Mary  and  Aliee  has  gone. 
4.5.  A  Ikjx  of  books  were  sent. 

48.  I  can  not  get  this  here  problem  in  ATithmetie. 

47.  Says  I  to  him.  I  seen  you  before  you  had  went  away. 

48.  Tt  can  not  be,  says  I. 

49.  That  boy  don't  know  nothing  about  cube  root. 

50.  There  are  four  boo'  keeping  texts  in  the  library,  either  of  which  you  can  examine. 


LESSON  10. 
CAPITAL  LETTERS. 


The  capital  letter  is  used  for  the  purpose  of  placing  special  emphasis  upon 
certain  words.  Like  most  other  phases  of  written  expression,  the  matter  of  capi- 
talization cannot  be  governed  entirely  by  fixed  rules,  individual  taste  and  judg- 
ment causing  a  variation  of  usage.  The  (Jerraans  to-day  write  all  their  nouns 
with  capitals;  the  French  do  not  use  capitals  in  adjectives  formed  from  the 
names  of  countries.    It  was  formerly  the  custom  in  English  to  use  capitals  with 


grMtor  frequency  and  Icm  diacrimination  than  is  done  at  the  prewnt  time,  that 
fry  often  marring  the  beauty  and  nnoothneM  of  the  page.  The  UMge  of  the 
prwent  day,  however,  ii  comparatively  uniform ;  hence  the  rulet  which  follow  are 
thoae  determined  from  the  be«t  authorities  and  are  thoM>  adopted  by  the  beat 
writera  of  England  and  America. 


1.  Capitalize  the  flnt  word  of  every  sentence. 

■.;;;.  >.     Learn  more,  earn  i.nne. 
Z     iloneaty  U  the  Im-kI  |i<>lic'j-. 
.1.     Where  •r«  you  ipiinir? 

2.  Begin  with  capitals  the  tint  word  ot  every  line  of  iMx-t  ry. 

•.g.  The  heiKht*  b,   greut  mt>ri  r>.  •cheil  and  kept 
Were  not  attainfd  by  nuildcn  fliKht, 
But  th«'y,  while  their  cumpuiiinna  «|cpt, 

Were  toiling  upward  in  the  niiiht.— Ix)ngfellow. 

3.  Begin  with  capitaU  all  names  and  titles  of  the  Deily,  also  all  nouns 
referring  to  holy  things. 

•.g.  1.    Our  Father  who  art  in  Hi-nven. 
2.     The  Bible  iit  a  rpvplution  of  (Uui. 

4.  Begin  all  proper  nouns  with  capitals. 

e.g.  1.     Toronto  ig  the  capital  of  Oiitnrio. 

2.  JiimeH  MiinriM'  aixl  Uilli^im   Nixon  have  formed  a  partnerahip  and  will 

locate  in  Cornwall,  Ontario. 

3.  William  K.  Gludntone  wiih  a  great  atatdman. 

5.  Begin  all  adjectives  derived  from  proper  names  with  capitals. 

e.g.  1.     The  Ciinniliiin  people  are  piitriotic. 

2.     Shakespeare  lived  in  the  Eliziibethan  afie. 

6.  Always  cai^italize  the  pronoun  I  and  the  interj..ction  O. 

e.g.   1.     John  and  1  wore  there. 

2.  O  balmy  sprint;!     O  day  of  desir  delights ! 

3.  O,  that  I  were  a  iflove  upon  that  hand. 

7.  Capitalize  the  principal  words,  suhjeets.  headings  and  titles  of  books, 
e.g.  1.     "The  Laws  of  Biisine«s"'  shonid  be  read  by  every  business  man. 

2.  The  lecture  was  tntitleil.  ".Master  Minda  of  the  Twentieth  Century." 

3.  "\  Kni^'ht  of  the  Nineteenth  Century"  was  written  by  E.  P.  Roe. 

8.  Begin  with  capitals  nouns  whieii  ar-  personified. 

e.g.   1.     lie  jravc  to  .Misery  all  lie  had.  ii  tear. 

2.     A  youth  to  Fortune  and  to  Fame  unknown. 

9.  Capitalize  the  names  of  the  days  of  the  week  and  the  months  of  the  year. 
Holidays  are  usually  capitalized,  but  the  names  of  the  seasons,  as  a  rule,  are  not 
capitalized. 

e.g.  1.  December,  January  and   February  are  the  winter  months. 

2.  The  gJtods  will  be  shipped  on  Thursday,  the  15th. 

3.  The  circus  will  be  here  next  Monday,  Tuesday  and  Wednesday. 

4.  All  classes  of  this  school  will  be  withiirawn  on  Labor  day. 
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10.  R«ffin  with  capitali  all  titiM  of  rank  and  offiw.  when  th.'y  ar»  ioin<Hl 
to  uamea  of  peraoni;  alw  when  not  lo  joininl  if  they  refer  dtn-ctly  to  p«raona. 
If  they  are  not  w«m>  to  dpaignatc  a  particular  p«'nion.  thov  nhoiild  not  be 
eapitaliiad. 

eg.   I.     Did  ymi  n-    '  tlic  «|>«>wli  gwtn  liy   I'mniitr  l.;iiirl.'r? 
'.'.     A   prmnlfv        only  a  eillufn. 
3.     KiriK  K'        i  VII.  uiiil   PriNiiili*iit   K>H>«*vi>lt   vxclinngixl  grn-tiiitrt  on  N»w 

V        ..y. 

*■     <!•  .      ve  till-  Klim! 

a,     What  U  a  kiiiit  iniirt  thuti  ii  nMn? 

11.  Begin  with  a  capital  the  flmt  wonl  of  every  ilin-ct  quotatioii  whfii  it  is 
oomplote  in  itwif  and  formally  intnMlnml;  nhort  qiiotatiouN  wov.-n  into  u  son- 
tenof!  need  nov  Iw  capitalized. 

I'.jf.   1.     The  p<H.t  >i|H>iik*  the  truth.  "A  llttlo  knowlnluo  i«  ;i  dniitfcroiH  thiriB" 
■i.     Every  une  know,  I  hut  "lionpilj  i«  the  be»t  policy." 

12.  When  a  coinniun  noun  in  particularized  by  Ix-ini?  joined  to  n  proper 
name,  both  words  are  iMually  cnpitali/ed. 

e.g.  I.     We  Mw  the  Atlantio  0«-an. 

•I.     Trinity  University  i»  Iwntwl  on  Queen  Street, 

13.  It  is  allowable  to  begin  with  a  <iii)ital  any  tinnie  of  an  important  thing, 
event,  writing,  iMtdy  of  men,  organization,  n  Imsincss  tirm  or  any  ofluT  name 
which  the  writer  desires  to  treat  with  more  than  ordinary  respect. 

e.jf.    1.     The  Cunaiiian  Kxprena  C'onipiiiiy  via*  very  biity  Chrintmii*  week. 

'i.     In  the  .Middle  -Vk^,  Uiitin  wns  iii:idi-  the  groundwork  n(  the  eiliiciitloniil 

■yitem. 
^^.     Society,    the    SliiU*.    the   C'hiii''li.   the   individuni,   are   atrivinn   with   con- 
■eioii*  purpoM  to  make  life  moral  and  intellif^nt. 

14.  Begin  with  oapitaLs  ams  of  tnoncy  whon  written  in  words  on  ()romiN- 
sory  notes,  cheques,  drafts,  etc.,  anu  in  business  letters. 

e.g.    1.     Kncloned    timl    chiiiiiu    tor    One    lliiiulred    and    Nim-ty  Iw,         ;,;,,       l^iii.iiM 
(*11»L'.".>),  in  full  of  aecoiint  to  dnt^-. 
■1.     Pay  to  TI.  T.  Onrner  or  order,  Two  Hundred  and  Twelve      ,•■,'       Dollars, 
.1.     Three  months  after  dnte,   I   promise  to  pay  to  Mr,  E.  \V.  Waliaee,   Four 
Hundred  and   Forty- live      ,V,.       D'lllnr-i. 

15.  Begin  with  a  capital  the  first  word  of  the  cotnpliinentary  elositijr  of  .i 
letter,  but  the  first  word  only. 

e.g.  1.  Yours  truly, 

2.  Yours  rcspeitfully, 

3.  Sincerely  yours. 

4.  Verv  trulv  voiirs. 


16.     Capitalize  the  names  of  all  item.s  in  invoiees  and  opI.ts 

c.jT.    1.      10  doz.   fjidies'  Hundkerohiofs.  Vo.  SOO. 
10  pes.  .Tamestown  Surahs.  I">0, 
10      "     Talbot  A.  Flannel,  %. 
20      "     Summer  Silk.  2fi/snmple, 
fi  gro.  Common   Agate   Buttons.    F.B.   .30. 


n 

Who,,  fh,..v  .r,.  nmH\  a,  ,h.  n.m«  of  »  ••otio  .  „|'  ..„„„,ry.  „r  «  ,h.„,.1... 

'8-   I  Th..  M«,n.f„..»,„..,.'  A.««-I,.li,.„  „„„|m  i„,  ..M..n.|v..  tour  of  ih.-  Wwt 

•i.  IIb  vl«lf«|  ill  til,.  Krtjt. 

3.  St.  ruthiirinM  i»  .outh  of  lorontu. 

*  ThH  K,..t  ..ml  \V.N(  h..v..  .liiilitl,  .||ir.T..nt  ni.to,,,,. 


HxERcrsKa. 
Httuly  c.n.r»ll.v  tl...  ,,rin.-i,.l,^  „,„|  i||us,n„„„.s  un.l.r  Capital  iHU-rs.  writ. 

1^  mh;'  ^"""" '::' '"""  •" '^' ' '  "''"""''^''"'  "•••-•>••  •^-^  »"••  -  - 

.11   ,n'  ""'•    """   ■    '"  •■'""■  <  '"••■-I"""' '» k      M"k.'  Mil  th.H«.  .-xor. 

vZ  ?    r     "I  '"■"'"""'•''"'      ^^'--i'"  »•"•-  ^vith  a„  .nsv  nnmn.u'  ..mv,.„..-,t.     Do 
your  Itosf  work  nt  all  times. 

1.     he  hn.  ao«.,>f«|  tl„.  vtu,n  .,1  wtfli-l.  lan«„Mz.-  In  t,.ro,„„  „„iv..r.|t.v 
-'.     It  «•»,  po,H.  who  ,„i,|.  ■•I,,,,,.,  .pr|„,„  H,.r,ml  i„  ,|,..  |„„„,.„  l,r,.,„|." 

:l.     the  kitchener  r«np.  i,  „,„.|..  „  |,„„i ,.„,     ,.,.  „„.  ,„„^|^,,^,  _^^,,,   ^,^ 

4.     trr-r.  -..!..,.,   in  ., „.,   ..hnr-h  .v,.r.|-  I ,  ,|„.  ,„  „,;.,,,i ,  „,  ..„,„,,,  ,„„„^,. 

•'•     .n  the  mi.l.ll..  ,,„,..  h,t|„  „..-  ,t.nli..,|  ,„o,-,.  than  in  tl...   litth  .-..ntorv. 

'i.     <l»-  (.•nip..n.lni..  on   ...tiir.by  an.l  ^nn.l.i.v  »,..  IM      fnhifnl»-il, 

:.     the   -liek-n.'   ,l,.t.   „ ,„^.^    .„    ,.v,.„in.,.    u„h    rl ,.,    ,li,.l...,„    |.,.    ,,.„f    ,|„o.,.r2h 

iniii«.hc«ter,  enff.,  on   -atunlny.  oct.   IL',  ■     '  '"^'""-ai'. 

H.     ■■your   honor."  .ai.l   l!i,.   ,,r|.o,„r,   -I    |,|,.,„l  «,illn." 
0.     in   a   k-hI  Mia.l,.   an.l  «o,l  «ov..rn...l   »orl,l.    i,    „„„(    li..   i„   ,|,..   „,(„p,  ,„•   „,i„,„   „„„ 

reason  imd  virfu.-  .lioiil<|  t.-ml  to  prevail. 

H».     inr.  j.  w.   llaveij,.',  a,|,lre..>  j,  SI  ,iuwn\  park,  toronto.  „nt. 


II.     he  eoni.niplale^   fal-l^iir  an.l   p.x.r  loni   uitli  a.  mnci 
hnnilet  and  kin;;  tear. 

'-■     ''i"l'  'h tl  of  III. Ill  ilml  faith  on  eartli  when  h. 


'I  inlere-t  i>*  th.iiix'li  thov  wer 


I; 


i«  not  lh|.<  tlie  lir^t  word  tl ternal  spe.ik-.  "let  there  he  li-hf 


1-t.     rte   uill   ;;o    I 
to  <pie<'n<)ton,  ont. 


roni    loioniM    i,,     (h,.   ,i„   i,,..,    ,.|.i|,|„.v4 (I 


lie   nia^jar.i    iiavii{atl 


13.     the  ri>;ht  motto  i-.  th 


>U:   ■•think  anil  trv,  try  and  think.' 


10.     the  Canadian  prei^  association  «ill  le 
17.     nionunient.4   like   the  cathedr.il   oi   col. 
"■""K'.  Kf nires  of  patriotie  feilin-, 

is.     a  Miniple  child. 

thai    li;;;litly  draw.    ;is  IiumiIi. 
and  fetd»  its  life  in  every  liinh, 
what  shntihl  it   know   of  death  ■; 

lit. 


rice  lewi<  eo.    lioiltc'd 

king  and  victoria  st* 


a\-  for  a   lour  of  the  \\,-tt  on  nionday,  July  a. 


I'jije.    of    we-trnini-ter   .il.l 


U'.v .   or    -t.    pcter'<    in 


i:ii 


i  janie.   >t. 
haniilton. 


-ii-|.t.  IJ.  \:<u 


toronto,  ont. 


gentlemen : 
we  d 


le^ire  to  iMi|iiire 
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^0-  Cornwall,  ont.,  mar.  10,  1908. 

mcgarH,  j.  mckenzie  k  co., 
381  It.  paul  it., 

montreal,  que. 
^ntlemen : 

kindly  forward  .>y  g.  t,  r.  express,  at  your  earliest  convenience,  the  follow- 
ing articles,  for  which  I  shall  remit  on  receipt  of  inTolce: — 
10  doj!.  men's  linen  collars,  "miiKdnIa,"  size  15, 

5     "    white  &ilk  pufT  neckties,  no.  242, 
20      "     pairs  white  kid  gloves,  "parisian,"  sizes  6  and  6>/jj. 
20     "  "  "  "  assorted  7-8%, 

5  only  b.  s.  silk  umbrellas. 

yours  very  truly. 

G  W.  Harris. 


LESSON  11. 
PUNCTUATION. 

Punctuation  is  the  art  of  using  the  characters  usually  called  "points"  so  as 
to  aid  in  showing  the  relations  of  the  various  parts  of  written  composition  and 
making  its  meaning  clear.  (Punctuation  from  Latin  word  punetum — a  dot  or 
point.) 

The  following  illustrations  will  show  the  importance  of  punctuation : — 

A  commission  merchant  telegraphed  to  a  jiartner  in  New  York  inquiring 
whether  he  should  buy  produce  at  a  price  quoted.  The  answer  was,  "No;  price 
is  too  high."  But  it  was  written  by  the  telegrapher  who  received  the  message, 
"No  price  is  too  high."  The  comnii.s.si()n  merchant  acted  aeeordiiigly,  and  the 
telegraph  company  was  obliged  to  bear  the  consequent  loss. 

A  member  of  the  British  Parliament,  apologiziiipr  in  the  House,  said:  "I 
said  the  honoral)le  gentleman  is  a  prevaricator,  it  is  true ;  and  I  am  sorry  for  it. ' ' 
This  apology  appeared  in  the  Times  thus:  "I  said  the  honorable  gentleman  is  a 
prevaricator;  it  is  true,  and  I  am  sorry  for  it." 

Although  punctuation  marks  do  not  exactly  correspond  with  the  pauses  made 
in  speaking,  they  so  nearly  correspond  that  they  may  be  explained  more  rea- 
sonably on  that  basis  than  on  any  other.  Writing  is  a  system  of  symbols  for 
representing  the  real  language,  which  is  the  spoken  language. 

Good  reading  is  that  which  renders  orally  the  words  of  the  printed  page,  as 
they  were,  or  might  have  been,  originally  spoken;  and  the  best  punctuation  is 
that  which  best  represents  the  relation  of  words,  clauses,  and  sentences  as  they 
would  be  uttered. 

Punctuation  is  a  modem  device,  developed  since  the  invention  of  printing. 
Scarcely  any  points  were  used  in  ancient  manuscripts.  Only  a  few  rules  of 
punctuation  are  absolute.  The  choice  of  points  is  often  left  to  tli  .iudgment  of 
the  individual  writer  and  as  a  result  we  see  that  not  a\\  good  writtTS  punctuate 
exactly  alike. 

Every  correspondent  should  have  a  thorough  knowledge  of  our  punctuation 
marks.  Do  not  put  faith  in  the  foolish  statement  made  by  some,  that  punctuation 
marks  are  seldom  used  in  correspondence,  hence  much  valuable  time  would  be 
wasted  in  trying  to  get  a  working  knowledge  of  them.  A  stenographer  who  can 
turn  out  clean,  accurate,  correctly-punctuated  letters  is  the  one  always  at  a 
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premium.  The  careless,  I-don't-care  stenographer  or  correspondent  seldom  gets 
a  chance  to  become  an  assistant  to  a  business  man,  as  he  wants  only  the  best  work 
to  send  out.  Master  the  principles  of  the  various  Punctuation  Jlarks.  They 
require  study  and  hnrd  work.    So  does  everythinfj  that  is  valuable. 


PERIOD         (  . ) 
COM.\IA  (  ,  ) 

COLON  ( : ) 

SEMICOLON  (  ;  ) 


NAMES  OF  PUNCTUATION  MARKS. 

DASH  (_) 

INTERROGATION  (  7) 

EXCLAMATION  (  I ) 

0^'OTAIION   MARKS  ("  "  ) 


PARENTHESIS   (     ) 
BRACKETS  [      ] 

HYPHEN  ( - ) 

APOSTROPHE     (  '  ) 


Period. 


Eule  1.— Pu>   n  period  at  ti  ;  close  of  very  coniplctc  and  independent  sen- 
tence which  eithei  :.'>;?.;!';  '-,•  de-iies. 

e.g.     All  busiiii'ss  lettcra  slioulil  be  answcreil  promptly. 

Eule  2. — Put  a  period  after  all  abbreviations. 

e.g.     Co.;  Ont.;   Dr.;  .Mdse.;  .Mr.;  Messrs. 

Rule  3.— Place  a  period  as  a  decimal  point  between  dollars  and  cents,  and 
after  the  denominations  of  Sterling  money. 


L'.g.     $:14.50;     CO.    lOS.  GO. 


\ 


Rule  4.— Place  a  period  after  tifjures  or  letters  used  to  number  examples! 
remarks  or  divisions. 

<•.«.     X.;  Rule  4.;  p.  «,  Vol.  I!.;  See  §•!. 

Rule  5.— Place  a  period  after  the   hfiidiiig.  address,  and  sipnature  of  a 
business  letter  and  other  documents. 

i:g.     See  illustrated  letters. 

"NoTKS.— 1.     Kipures  or  letters  used  to  iiutiihcr  the  pagi's  of  n  IhioIv  are  not  followed  by  the 
period. 

2.  Contrnetions  do  not  reipiire  a  pcrioil.  e.g.,  rcc'd.  1st.  Kith,  etc. 

3.  Do  not  place  two  periods  after  an  address  or  at  the  close  of  the  superscription. 

If  each  ends   with   an   abbreviation   for   I'rovincc  or   State,  do  not   duplicate 
the  period.    One  period  oniy  is  required. 

Exercises. 

Draft  the  following  exercises  in  your  exercise  book,  after  studying  the 
principles  pertaining  to  the  period,  get  a  teacher  to  check  the  same,  then  copy 
neatly  in  your  Correspondence  Blank.  Make  all  these  exercises  tell  for  accurate 
results.  Write  them  in  your  best  hand-writing.  Number  the  sentences  numer- 
ically and  consecutively  at  the  marginal  line.  Re  neat  and  business-like  in  the 
arrangement  of  all  the  work.    Observe,  think,  act. 

1.  Honesty   is  the  liest  policy 

2.  Chas  Smith,  Tom  Wilson,  and  .Tas  Rogers  were  at  the  meeting 
.1.     Your  letter  of  the  10th  inst  was  received  this  A  M 

4.     $840  7.'i;  *2,748  60;    £9  4S  OD 

■>.     Hamilton  Ont  Jan  7  inOS;   .\bingdon  Lincoln  f'o  Ont   Feb  12  1010. 

6.    Dr  J  P  Fraser  84  Wentworth  St  Hamilton  Ont 
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7.  Dear  Sii:* 

V«u«  of  the  -Jiul  ii„t  ju,t  received  this  m.-riunj.'  «,■  wired  you  tlie  seed  was 
«ot  what  we  bought  and  we  would  not  receive  it  the  aced  is  still  in  St  Catharines  on  track 
subject  to  your  order  we  can  not  understand  why  you  should  insist  on  our  accepting  the 
seed  we  have  twice  written  you  the  reason  and  also  wired  you  at  once  ,is  soon  as  we  found 
the  seed  was  not  what  we  ordered  beins  irre-ular  in  quality  an,l  hadlv  mixed  with  white 
clover  and  timothy  we  again  say  we  cm  not  accept  this  lot  of  seed. 

8.  Dear  Sir: 

Beginnini:  Monday  next  the  inUTchan*.  „f  first  class  ears  between  ourselves 
and  the  C  P  R  will  be  as  follows: 

We  receive  from  them  olf  their  Xu  4  due  at  the  Junction  2:M  V  \I  a  coac', 
and  a  sleeper  which  are  to  go  east  on  our  No  ■>  off  their  .Vo  0  due  at  the  Junction  at  8-40 
A  M  we  are  to  receive  a  sleeper  to  go  east  ,.n  -mr  Xo  ti  we  are  to  deliver  to  then>  from  our 
No  I  a  sleeper  for  their  train  Xo  5 

Arran>.'e  deliveries  accordingly 

9.  (onimoii  sense  is  a  good  thing  to  have  an,l  use  in  anv  calling,  and  mav  be  made  of 
special  value  in  doing  shorthand,  correspondcu'e  and  typevvriiing  work  when  an  amanuensis 
writes  from  her  notes  "We  will  expect  you  hear  on  the  loti,  inst."  etc..  at.  application  of 
common  sense  woul.l  have  suggested  he-re.  do  not  be  a  mere  machine  first  think  then  act 
before  submitting  your  work  to  the  teacher  for  checking  or  handing  in  vour  work  for  ip- 
proval,  carefully  re-read  it.  looking  for  errors  in  spelling,  punrt nation,  capitalization,  and 
any  such  mistakes  in  the  words  or  nrrangement  of  the  wonN  as  to  turn  the  nuMnin-  or  fail 
to  express  clearly  the  meaning  intended. 


LESSON  12. 

Comma. 


Rule  1.— The  subject  and  pr.-dici'  of  a  siiii))le  s.'iit.Micc  in  the  natural  order 
of  arraugement  should  not  be  .separated  by  a  eoinnia.  except  where  the  subject 
ends  with  a  verb,  and  the  predicate  bepins  witli  a  verl).  then  the  two  verbs  should 
be  separated  by  the  comma. 

e.g.   1.     He  who  runs,  may  read. 

•J.      Tlie  (lefeiidaiit   >er\ed.  moved  to  set   :i>i(le  the  -uninions. 

Rule  2.— Introductory  words,  intermediate  expressions,  and  i)arenthc.tictd 
words  and  phrases,  should  be  separated  from  the  rest  of  the  sentence  l)y  commas. 

e.g.   1.     .\lr.  I'ound.  arc  you  going? 

■I.      Victoria,  the  lale  (,)„ee„  of  Kngland.  wa,  a  queenly  woman  an,l  a   uomanlv 
queen. 

X      We  are.  in  f:,ct.  j,i-t  beginning  to  find  out  the  wonderful  resouiee«  of  our 
conntrv. 


Rule  3.— Words,  phrases,  and  clau.ses.  forming  a  series  and  havin.'  the  same 
construction,  should  be  separated  from  each  other  by  commas,  unless  all  the  en,, 
junctions  are  supplied. 

e.g.   1.     Apples,  pears,  grapes,  and  bananas  have  an  upward  tendenev  in  the  market 

2.  Pure  thoughts,  good  deeds,  and  noble  aspinitions  elevate  a  man. 

3.  Speak  as  you  mean,  do  as  you  profess.  an,l  perform  what  you  promise. 
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Bule  4.— A  phrase  out  of  its  natural  order  is  set  off  liy  commas, 
e.g.     To  obtain  nil  education,  he  was  wlllin);  to  make  sacrifices. 

Rule  6.— The  omission  of  a  verb  in  a  senteiiee  or  elause  shouM  I.e  indicated 
by  a  eomraa. 

(,'.     Reading  niaketli  a  full  man;  conferenci'.  a  rrady  man;  writing,  an  e.xact  man. 

Rule  6. — A  comma  should  be  placed  Ix-fon'  ;i  short  i)iiotiitioii  or  any  cvjires- 
sion  that  resembles  a  (piotation  when  it  is  iutruduced  into  a  sentence  vithout  a 
formal  introduction. 

e.g.     His  la-t  words  wen'.  "iJon't   drink." 

XoTK.— Formal  introdiiilion,  con^i-t  of  sucli  wi  rds  as.— tlius.  a^  follows,  the  following  words, 
•to. 

Rule  7.— In  headings,  addresses,  and  directions  of  business  letters,  separate 
the  iiarts  by  commas. 

^■g-  Toronto.  Ont.,  June  30,   1908. 

.Mr.  .lanii's  Trenieer. 

Smithville.  Ont. 

NiiTK. — See  illustrated  supcrscriplion-  for  punituation  of  sanif. 

Rule  8. — Commas  are  used  to  separate  the  fi.£rures  oi'  large  numbers  into 
periods  of  three  figures  eai-h. 

e.g.     $4t>,-2r)(i,9(K). 

Rule  9. -The  parts  of  a  compound  sentenco.  wlien  short  and  clnsdy  con- 
nected, are  separated  by  a  comma. 


XOTE." 


e.g.     T.earn  to  think,  ami  tlimi  shall  easily   learn  to  live. 

-Generally   speakini;,  the  coniina    indicates  the  slightest  dej;rec  of  separation   between 
the  "i-'s  of  a  sentence.     .So  many  and  so  important  are  the  uses  of  the  comma 
one  point   will  require  nearly  half  of  the  whole  attention  given  to  the 
s  .incltialion.     Do  not   scatter  your  commas  projui-ouously.   but   insert 

tile  .cli  a   way  that   tile  correct  meaninfi  of  the  written  work  may  be  in- 

terpieted.  Study  the  above  rules,  note  their  application,  and  in  a  short  time, 
.\ou  will  have  a  chance  tn  e\liiliii  ynur  kiinwli'dj;!'  ..|  ilii.  same  in  exercises  and  in 
business  letters.  Let  me  state  emphatically,  when  there  is  no  reason  for  the 
use  of  a  point,  never  usi'  one:  in  case  of  doubt,  use  too  few  points  Mther  than 
too  many. 


Exerciser. 

Thoroughly  master  the  principles  involviiic  the  use  nf  tiic  comiiKi  jjy  study- 
ing, examining  amining  and  studying  the  various  illustrations  relative  to  the 
comma.  In  all  subsequent  exercises,  insert  the  comma  as  well  as  any  other 
punctuation  mark  with  which  you  are  familiar.  Have  a  teacher  check  your  work 
in  your  exercise  book,  then  copy  carefully  in  your  Correspondence  Blank. 

1.  Whatever  you  do  do  with  your  might. 

•2.  He  who  breathes  lives 

:i.  We  make  the  best  loose-leaf  ledger  on  the  market. 

I  When  a  man  ceases  to  go  up  he  begins  to  go  down 


5.  Disease  folly  sin  iinil  ig.ioranoe  make  physicians  lawyers  priests  and  educators  pos- 
sible and  necessary. 

6.  Iron  the  most  useful  of  metals  is  fortunately  the  cheapest 

7.  Shakespeare's  Hamlet  his  lonf^est  play  is  generally  considered  the  finest  tragedy  in 
the  English  language. 

8.  Wireless  telegraphy  Marconi  is  thy  name  of  the  inventor  was  put  into  practice  in 
1902. 

9.  Energy  uprightness  arc  essential  to  prosperity. 

10.  The  streets  were  fllleil  witli  carriam's  wagons  hicyc!es  and  automobiles 

11.  Labor  that  is  difficult  ilistastcfiil   is  not  profitable  to  pursue. 

12.  Strong  not  brave  is  the  correct  term  to  apply 

13.  Vote  for  not  against  the  mensiirc. 

14.  The  writing  lacks  movement  and  ease 

15.  Science  tunnels  mountains  spans  continents  hriijgps  spas  and  weighs  the  stars. 

16.  Industry  honesty  frugality  and  temppranw  are  among  the  cardinal  virtues 

17.  We  all  enjoy  the  fruits  of  pcaw  of  plenty  and  of  contentment 

18.  A  Christian  spirit  should  be  shown  to  .'my  or  Cnvk  mile  or  li'mali-  fricnj  or  foe 

19.  He  was  a  brave  generous  impulsive  man 

20.  The  reason  for  the  failure  as  will  appear  later  was  his  lack  of  application 

21.  In  the  interest  of  humanity  I  appeal  tc  all  the  citizens  of  the  country' 

22.  Newton  the  great  mathematician  disco. ered  the  law  of  gravitation. 

23.  Four  walls  and  beautiful   furniture  servants  and  visitors  do  not  make  a  home 

24.  A   contract    may    be   eiMier   simple   or    speeiil    express    or    implied    oral    or    written 
executed  or  executory  joint  or  several. 

25.  Curiosity  allures  the  wise;  vanity  the  foolish:  and  pleasure  both. 

26.  He  brought  out  of  chaos  order:  and  out  of  def.'at  vietory 

27.  Toronto  Ont  Dec  10  I!t07 

28.  It  is  an  old  maxim  "Ignorance  of  the  law  excuses  no  one" 

29.  Seconds  make  the  minutes;  minutes  the  hours:  hours  the  days;  and  days  the  weeks 
and  years. 

30.  The  line  "The  paths  of  glory  lead  but  to  the  grave"  is  found  in  Gray's  Elegv 

31.  42639427;  2027348;  29401. 

32.  There  is  much  in  the  proverb  "Without  pains  no  ;.'ains" 

33.  The  final  thought  in  all   work  is    that  we  work  not  to  h,i\,-    more  but  to  be  more; 
not  for  higher  place  but  for  greater  worth:    not  for  fame  but  for  knowledge. 

34.  The  world  of  knowledge  all  that   men  know  is  in  truth  little  and  simple  enough. 

35.  The  perfect  the  best  cannot  be  seen  oi   touehc<I  cannot  be  grasped  even  by  the  mind. 


LESSON  13. 

Colon. 

The  colon  is  properly  a  mark  of  expectancy.  It  is  used  to  separate  the  parts 
of  a  sentence  that  are  complete  in  themselves  and  nearly  independent,  and  often 
takes  the  place  of  a  conjunction. 

Rule  1.— A  colon  should  be  placed  after  a  clause  that  is  complete  in  itself. 
but  is  followed,  without  a  conjunction,  by  another  clause  expressing  a  marked 
.inference,  a  strong  contrast,  cause,  reason,  explanation,  or  added  detail. 
e.g.  1.     Endeavor  to  excel:   much  may  be  accomplished  by  perseverance. 
2.     To  rule  one's  anger  is  well:   to  prevent  it  is  better. 
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Enle  a.-A  oolon  should  be  placed  between  the  parts  of  a  sentence  when  the 
parts  themselves  are  separated  by  semi-colons. 

e.g.  A  fraction  U  either  proper  or  improper:   proper,  when  it  expresses  lea.  than 
a  unit;  improper,  when  it  expresses  more  than  a  unit. 

Eule  3.-The  colon  is  chiefly  used  after  w..rds  formally  introducing  a  quota- 
tion, a  speech,  a  letter,  a  list  of  items  or  particulars,  etc. 

e.g.  1.     He   spoke   as   follows:    "Mr.   President,   ladies   and  gentlemen,   I   rise   to 

welcome ,"  etc. 

Gentlemen: 

Your  kind  favor  of  10th  inat. 

Eule  4.— The  colon  is  used  to  separate  hours,  minutes,  and  seconds  when  the 
time  of  day  is  indicated  in  figures;  and  as  a  sign  in  ratio  and  p.-oportion. 


e.g.  1. 


lie  arrived  at  (!:1,5,  P.Sf. 
3:9::4:x. 


Exercises. 

Study  the  foregoing  rules  and  illustrations  pertaining  to  the  colon  write  the 
following  exercise  in  your  e.xercise  book,  get  a  teacher  to  check  the  same  then 
<'opy  neatly  in  your  Correspondence  Blank. 

1.  The  strongest  can  not  always  soar  the  eagle  himself  stoops  to  earth  for  food  and  rest. 

2.  The  hero  made  answer  "I  am  not  thine  but  free  and  forever  hate  thee" 
a.  Harbor  no  malice  in  thy  heart  it  will  be  a  viper  in  thy  bosom 
4.  The  passionate  are  like  men  standing'  on  their  heads  thev 


way 


see  everything  the  wrong 


.-..  Everyone  must  of  course  think  his  own  opl.iions  right;  for  if  he  relieves  them 
wrong  they  are  no  longer  his  opinions  but  there  is  a  great  differe^ice  between  regarding  our- 
selves infallible  and  being  firmly  convinced  of  the  truth  of  our  creed 

(1.     My  dear  Sir 

Your  kind  favor  of  the  2Cth 

7.  To  sum  up  all  the  time  is  short;  we  are  strangers;  we  must  succumb 

8.  Always  look  on  the  bright  side  it  gives  you  a  reputation  for  cheerfulness  and  does 
you  no  harm 

9.  In  business  there  is  something  more  than  barter  exchange  price  payment  there  is 
a  sacred  faith  of  man  in  man 

10.     The  goods  I  ordered  were  as  follows  ten  gross  Spencerian  pens  one  hundred  writing 
tablets  twenty  dozen  H  B  lead  pencils 

n.     The  actions  of  men  are  like  the  index  of  a  book  they  point  out  what  is  most  re- 
markable in  them. 

12.  A  number  is  either  prime  or  composite  prime  when   it  cannot  be  divided  by  any 
number  except  itself  and  unity;  composite  when  it  can  be  factored 

13.  There  is  no  mortal  truly  wise  and  restless  at  the  same  time  wisdom  is  the  repo 
of  the  mind 

14.  Grammar  is  divided  into  four  parts,  orthography  etymology  syntax  and  prosody 

15.  Him  that  is  wise  observe;  him  that  is  good  copy  so  shall  thy  life  be  both  wise  and 
good;  and  thou  shalt  be  blest  and  happy 

16.  The  orator  began  bis  address  thus  "My  friends  I  have  no  personal  interest  in  this 
matter  but  etc" 


17.  The  train  leaves  nt  4:in  V  M 

18.  Dear  Mudam 

Your  letter  i>f  iiiqiiirv  etc— 
1!).     rieuse  >liii)  us  at  once  liy  C  1'  K  friii;ljl   the  full.iwiii^'  l'i""U 
4  hf.  ch.  Ueil  Rosf  Tea 
2  boxes  Surprise  Suap 
1(1  ilip/.  Brooms. 


LESSON  14. 

Semi-colon. 


The  semi-colon  iiidicHtes  a  si'paration  l)ci\vt'cii  the  parts  of  a  sciitfiKM'  more 
distinct  than  that  marked  by  the  eomina. 

Rule  1. — When  several  short  soutciices  folhiw  unc  another,  slijihtlv  coiiiiiTti'd 
in  sense  or  construction,  they  should  be  separated  by  somi-eolons. 

e.g.  When  a  writer  reasons.  \ c  lnok  onlv  for  perspieuity;  when  he  describes,  we 
expect  enilR'llishniiMi!  -,  h jnn  hi'  recites  or  nlatea,  we  desire  plainness 
and  simplicity. 

Rule  2. — \vhen  ^  clause  expressiiij?  a  principle  or  a  rule  is  followed  by  an 
example  introduced  by  as,  namely,  viz.,  thus.  i.e..  e.g..  that  is.  for  example,  etc.. 
the  introductor\'  word  or  phrase  should  be  i)ri'ceded  by  a  semi-colon  and  followed 
by  a  comma,  except  when  introduced  parentlieticrdly  into  a  sentence,  when  a 
comma  is  sufficient. 

e.g.  A  verb  exprcssi'-  aclimi.  bi'ing,  oi  stati'  of  being;  at,.  Birds  fly.  i;i)cl  is, 
Apples  arc  ripe. 

Rule  3. — A  semi-colon  should  1)0  used  after  eaeh  item  in  a  series  of  specific 
statements;  as,  for  instance,  a  list  of  articles  where  prices  or  (|ualifyint?  expres- 
sions are  used;  names  of  authors  and  their  works;  dates  or  any  list  of  numbers 
intended  to  be  taken  separately. 

e.g.  We  quote  tlie  followin^r  prices:  Xo.  1.  ••?^'.l)0:  Xo.  2,  $1.00;  .N'o.  :5,  dull  at 
80c.,  poorer  grades  not  in  demand. 

Rule  4. — The  ])arts  of  a  tiompound  sentence  are  often  separated  by  the  semi- 
colon. 

e.g.  Industry  i~  es^-enli^il  to  thrift;  tliere  is  n:i  such  thing  as  unassisted  accumu- 
lation. 

Rule  5. — Several  clauses  haviiifr  a  coninion  dependence  up(Mi  a  principal 
clause,  should  be  separated  by  the  semi-colon. 

e.g.  Science  declare,  tlwl  nu  particle  of  matter  eiiii  be  destroyed;  that  each  atom 
has  its  place  in  the  universe;  and  that,  in  seeking  ii>  find  that  place, 
each  obey,   certain    fixed    laws. 


Exercise. 

Master  the  foregoinp  rides  pertaining  to  the  semi-colon,  sketch  in  your 
exercise  book  the  following  expressions,  supplying  all  the  necessary  pnnettuition 
marks,  get  a  teacher  to  check  your  work,  then  copy  neatly  and  accurately  in  yoiw 
Cnrrpspondenee  Blank. 
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1.       Jh.-    V( 


iiiii;.'  tliiiik  tlint  lit'i'  is  Icii; 


nnil  sorrow! 


HlM>rt  tlii.y  tliiiik  it  hnppy  it  in  full  of 


cares 


To  he  able  to  r.(ilv< 


II  comiilfv    matlitiniiticil    pmlil 


prnlilfiii   iiiiiv   |„.   iiiiiiii|)(irliiMt   liut   to 


liave  the  mental  lial.it  of  accurate  close  patient  thinkin;;  i-.  important. 

3.  The  names  of  religion*  demMninatio,,,  .h„ul,|  l„..in  »itl,  capitals  e  .'  Methodi.t 
I'resbvterian   Itaptist  etc  i  ^    .     liiuiusi 

4.  To  learn  many  thing,  tu  master  tl.i,  o>-  tlul  s-iene,.  t„  luu.  skill  in  law  or  inedi- 
eine  to  ae.,uaint  one's  self  with  the  fact,  of  |,i„orv  -it I,  the  „pi„i„n,  of  philosopher,  or  the 
teachings  of  theologians,— is  comparativelv   not  a  diHiciilt   task. 

5.  I   have  three  bo<,ks  to  wll  a  penmanship  text  an  arithmetic  and  a  bookkeeping  text. 
«.     lie  propos..d  to  visit  thn,.  „.  on,    lea.lin^-  Canadian  .■ viz  Montreal  Toronto  ami 

\\  innipeg. 

7.     "Quite"  should  1,..  -ised  in  the  sense  of  ••,.„„,pl..t,.ly"  as  1  am  ,,,.ite  exhau,ted. 

S.     Abbteviatiims  should  Ih-  followed  by  a   period  ..  .^  Dm   (.nie  N   U  X  V   M,, 

U.     Kobert  Wade  being  duly  sworn  says  that  he  know,  the  defendant  that  l.o  has  known 

him  for  live  years  that  he  believ,-  him  to  !».  an   lio,„.,i    man  and  that   he  has  no  reason  to 

distrust  him. 

10.  The   rain   eanie  down    in    torrents   the   li-htnin-    ll,,,h,d   the   Ihun.ler    p.aled    w en 

shrieked  and  ran  men  grew  pale  and  fearful  terror  seized  all. 

11.  lie  loved  praise  when  it  was  brought  to  him  he  w.i,  too  proud  to  seek  it. 
1'.'      Touch  not  taste  not  handle  not. 

13.  Ue  live  in  deeds  not  years  in  thoughts  not  breaths 
In  feelings  not  in  figures  on  a  dial 

Ue  should  count  time  by  heart  throbs 

He  most  lives 
Who  thinks  most  feels  tbi'  noblest  acts  the  best.— Bailey. 

14.  The  following  were  Abiaham  Lincoln's  maxim,  for  longevity  'Do  not  worry  eat 
three  sipiare  meals  a  day  sa>  your  prayers  be  courteous  to  your  creditors  keep  vour  diges 
tion  good  st.-er  clear  of  biliou,iies,  exercise  go  sb.w  and  ea,y  maylie  there  are  other  things 
that  your  special  case  rwpiires  to  make  yon  li.ippy  bnl  my  fri.^nd  these  I  reckon  will  give 
you  a  good  life." 

l.">.  The  tirst  ingredient  in  conversation  is  tiiith  next  g..,„|  sen,e  thir.l  humor  ami  the 
I'onrth  wit. 

it!.     Look  up  .Tiid  not  down  look  forward  and  not  back  look  out  and  not   in  len.l  a   ban. I 


LESSON  15. 

D.\SH. 

The  dash  is  used  to  mark  a  siidilcii  chaiiiri"  of  sontiinciit.  or  a  break  in  the 
mechanical  arrangement  of  an  expression. 

Rule  1. — Use  a  dash  when  the  sentence  breaks  off  abruptly, 
e.g.     She  was  beautiful — in  her  own  opinion. 

Rule  2. — Use  a  dash  when  the  parenthetical  expres.sion  has  not  as  close  pon- 
ncction  as  would  be  indicated  by  commas 

e.g.     The  report  may  he  true— I  am  not  prepared  to  deny  it— that  he  is  guilty. 
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Bui*  3. — Ominions  of  words,  and  parts  of  words,  8  d  indicated  by  the  dash. 
e.g.     Mr.  A live*  on  B Street. 

Btitl*  4. — A  short  dash  is  used  between  two  numbers  to  indicate  a  series 
including  with  them  all  intervening  numbers. 

e.g.     Page  191,  queations  24 — 20. 

Bnle  6. — Use  a  dash  after  an  introductory  word  or  expression  when  the 
matter  introduced  follows  in  a  separate  pa**agraph. 

e.g.     KiiiUly  Rend  us  by  (i.T.R.  freight,  the  following  goods: — 
20  pes.  .T.  Surnhs, 
10      "     r.  .leans. 

Bole  6. — Side  heads  are  separated  by  a  dash  from  the  matter  which  follows 
them. 

e.g.     Rule  (>.— Side  lipadii,  cti'. 

Bule  7.- -When  several  e.xpressions  all  depend  on  a  final  phrase  or  clause. 
»  dash  should  precede  such  final  expression. 

e.g.     He  had  loHt  hiit  wt'ulth.  friends,  home. — everything  but  honor. 


Exercise. 

Study  the  rules  and  examples  referring  to  the  Dash,  punctuate  carefully  the 
following  expressions  in  your  exercise  book,  get  them  checked,  then  copy  neatly 
in  yo«r  Correspondence  Blank. 

1.  His  nomination  uliat  did  it  nminuil  to 

2.  Grcec*'  Rome  Carthago  where  are  tliey 

3.  Work  qupstionH  in  E.\  100  9  10  inclusive 

4.  And  }•«•>  this  sump  fiionlty  tin-  same  in  kind  if  not  in  degree  may  he  acquired  by  the 
humbleHt  student 

">.     In  business  tliiii'  things  are  necessary  knowledge  temper  time 

6.  In  the  end  it  )•  this  little  bund  this  intellectual  aristocracy  who  move  and  guide 
the  world 

7.  Whatever  we  make  <>f  ourselves  then  whether  farmers  mei>hanics  lawyers  steno- 
grapher.4  bookkeepers  managers  let  us  above  all  things  have  a  care  that  we  are  men 

8.  He  was  b»)rn  in  the  town  of  O  in  the  year 

9.  Love  honor  friendship  where  have  they  fled 
W     Mr.  J  lives  on  Y  Street 

11.  Kindly  send  me  the  f(dIowing 

5  bbls.  Superfine  Flour 
4     "     Windsor  Salt. 

12.  Genlirm»»     Your  lavor  ot  the  Kith  inpt.- 

13.  The  loss  ol  iViends  the  acquisition  of  enemies  the  loss  of  reputation  of  business  of 
esteem  and  friendship  th***-  are  some  of  the  oommon  results  of  dishonesty. 
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LESSON  16. 

Interrooation  Point. 
The  interrogation  point  is  u»ed  to  uk  or  MUggeMt  a  ({uestion. 

Role  1.— Place  an  interrogation  point  at  the  close  ot  every  sentenw  con- 
stituting a  direct  question. 

e.g.  1.     When  did  you  arrive,  Mr.  Fleming? 

2.    What  are  your  ternm  on  ordem  of  |500  or  overt 

Rule  8. — Place  the  point  after  every  direct  question  of  a  w^ries,  when  the 
sense  is  complete  in  the  first. 

e.g.     What  is  u  furmiil  contruct?    exreutcdy  implied? 

Rnle  8. — When  the  parts  of  the  series  can  not  be  separated  and  read  iilone 
without  changing  the  sense,  one  mark  only  should  be  used  at  the  close. 
e.g.     V\  liat  in  an  abstract,  a  concrete,  a  prime,  a  composite  number  ? 

The  Exclamation  Point. 

The  exclamation  point  indicates  pas.sion  or  emotion. 

Rule  1. — Place  an  exclamation  point  after  interjections  and  other  exclama- 
tory words,  phrases  or  clauses,  when  they  express  surprise  or  strong  emotion. 
e.g.  I.     Hark!     Is  it  u  band? 

2.     Would  that  t  were  as  happy! 

Rule  2. — When  an  interjection  precedes  an  exclamatory  expression,  the  point 
is  placed  at  the  close  of  the  sentence. 

e.g.   1.     Alas,  poor  creature! 
2.     Oh,  how  I  suffer! 

Rule  3. — When  interjections  an^  repeated  to  express  laujrhter  or  other 
sounds,  the  point  should  be  placed  after  the  last,  and  a  comma  should  separate 
the  parts. 

e.g.   1.     Ha,  ha,  ha! — ho,  ho.  Im! 

2.     Well.  well,  well!     Win,  wuiil.l  have  thought  it? 

Rule  4. — Place  an  exclamation  point  after  tlie  vocative  when  very  strong 
emotion  or  feeling  is  expressed. 

e.jj.    1.     Uouse.  \e  H(HilaIl^!    roii^f.  ye  Hlavew! 
2.     Tremble  O  man!  whosoever  thou  art. 

Note. — The  word  oh!  expresses  surprise,  pain,  or  sorrow  and  usually  has  the  point  immed- 
iately after  it  except  as  stated  in  Rule  2;  O  is  used  to  introduce  a  wish,  as  the 
sign  of  address,  or  merely  as  an  unmeaning  introductory  participle,  and  should 
never  have  the  point  immediately  after  it. 

Exercise. 

Study  intelligently  the  rules  and  examples  pertaining  to  the  Interrogation 
and  FIxelamation  Points,  then  punctuate  carefully  the  following  expressions, 
using  all  the  necessary  marks  of  punctuation : 
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1.  What  n  liraiitifiil  llourr 

2.  Sh«ll  itrnoranop  tliiill  pri,l.>  ^hall  nrroffiiiicv  .h.dl  lilu.,  iv  .liet.it.-  oiir  h.il.if-  or  liiii« 
our  mindii 

3.  By  whom  Oi.nilil  ,i  not.'  1*  pi..-,iit,.,|   f,,r  |.:ii  iii..,ii    t  ,  uhoiii  «  Irmi  »Ii,m..  li.nv 

4.  Aim  fur  hi<*  [xwr  fiith.-r 

a.  Oh  I  I1CV..I   -ii«   tho  iiiit.>ttii>l>lli'  cmitiif  it   f. .•.!  iiiv  l^rr  a-  it  went  \\U\A/.u\jt  by. 

fl.  Wami't  thiit  II  k.hmI  JDlii-— h(!  ho  hi> 

7.  How  iiiaj('»l|r  i~  ih.'  .nvaii  lii.w    .iililiiii.'  h.m   muIiiI 

5.  How  iiiaj.'«tic'  h.i«    ^iil)liiiii>  how  awful  i^  tin- .w.-aii 

0.     Hurrali  hurrah  hurrah  the  holiday  havi-  .•niti,.  at  la-t 

10.  What  i»  civilization  where  i^  it  wliai  ,|.«..  ii  ■■..noi-.t  in  h.v  what  i^  it  .'v.lii.le,! 
where  lUw*  it  cmrnen.-,'  where  .lo.'s  it  .Mi.l  by  wimt  *i4a  I-.  it  kn..wii"  how  i<  it  detlne.!  Fii 
(hort  what  i|oe«  it  menu 

11.  Will  you  be  kiii.l  .•! ;;li  to  .lircet  »ie  l«  Itlmrr  St 

12.  lie  aikfil  iiie  whi-re  I   was  ;;oiiii; 

13.  Where  arc  you  K"'"*.' 

14.  Ui.l  (iixl  creale  r'.)r  the  | r  a  iiiar-r  .•.mh  ,i  tliiti ■  ,iir  a  paKr  -ky 

15.  What  a  great  benefactor  thi,  nii^er  i< 

111.     Shall  a  luau  liAiu  lUr  faun    ..f  he.ueii   by   iMi|iiely  by   ial»ehiKi,l  by   inur.l.T  by  llieft 
1".     Can  you   write    with   an   ea^y    uiov.ni.'nt      [hi  you   spell   eorr.'elly      tan   y.ui  aiM   a 
column  of  (Ijjure*  accurately     Can  you  r.-ail  your  •diorthand  notes  lUiently 

Ifi.  Shall  we  draw  .m  you  at  xixly  ilay-i  for  the  full  amount  or  will  y.m  renul  part 
payment  now 


LESSON  17. 

(Jl'OTATION    .M  AKKS. 

(Quotation  marks  ar.'  used  to  show  that  lib'  mattei-  .•.)iitaiii.'.l   in  thfiii   is 
borrowed,  or  quoted  in  the  ex.tct  words  iis.vl  by  soiii.'  oth.'r  aiilhru'  or  sp.-aU.'r. 

Rule  1.— Every  direct  <|iiotatioii  shoiihl  h.'  .'n.-losed  in  .[iiotatiMii  inari<s. 

e.g.   1.     •liy  .loins  nothing'."  says  an  old  writer.  "m.'U  li>arn  to  do  evil." 

li.     •■It    is   a   plea-am    and   a    jilori.iii-    (hin.;."   ,ay,    ||,,i- ,   "i,,   ,li,.   f„r   oiie'.s 

countrv." 


Rule  2.— A  f|uot.atio!i  within  a  r|uotatioii  shoiiM  hav.-  hut  oii.>  mark  t)i'f..r.- 
and  one  after  it;  but  if  another  f|uotation  shouhl  b.-  in.-lud.'.l  in  that,  the  doubh- 
marks  are  again  u.sed. 

e.p.   1.     We  all    admire  this    pa,sa..r,.:    ••(:,„[   said.   'L.^t    there   be  lif.|,t':    and   then- 
was  light." 
2.     He  bi.-an  by  -ayin^'.  "The  old   proverb.  'Well  bejun  is  h.ilf  done'  contains 
an  important,  truth." 

Rule  3. — Titles  of  books  are  sometimes  i|Uote<l.  espe.Hally  when  not  familiar. 
and  should  be  enclosed  in  quotation  marks. 

e.(».   1.     Who  wrote  "Pushing  to  the  Front"? 
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NoTH-I.     A  .iii..Ution  i»  ».ii.|   to  l>«  .lir«t  when   i»   i.  an.-n   in   th.-  exact   uord.  ,if  the 
•peiiker  or  wrinr.     When  tho  «ub«tanc.  or  th..  mi'iiniiiif  i,  ;;iven  without  th.' 
exact  woriN,  thi-  qiiotati.m  i.  ciillf,!  imlirpct  tin. I  n..  in.uk*  iin-  uwl. 
p.jf.     Il«  *ni,\.  "I  )...li..v..  y.m  ,ii..  ill  .•iiMi,"     |>i,,vi.     It,.  ,„i,|  i|,„t  he  Micve.1  me 
to  Ik-  In  error. —  Imlirei-t. 

2.     When  II  .|tiottttion  i«  Lmken  int..  Ih.i  ,.r  n put,  l..v  fii.-  intervention  of  wonU 

not  ,1  (liirt  of  it«elf  .•ach  part  mii«t  Im>  «e|iar.itelv  eneli.se.1  in  i]iiotiition  tniirk< 
(Se.-  Rule  I.  e.g.  1.) 

.1.  When  th..  Una!  part  of  u  .|U..tation  i*  a  .|ii.-,ti..ii  tlie  lnterr.>(j;ition  point  stnmU 
i«/iiVe  the  iloiililo  a|H)-tri.phe  or  .iti.itali.in  mark;  wli.n  tli.-  tlnal  part  of  a 
que»tion  W  a  .piotatioii.  th.-  iiil.rri.ifali.iM  p..iiil  ^l.iii.N  iniisi,!,'  of  the  qiiotu- 
tlon  mark. 

4.  The  perioil  uii.l  tin.  comma  an-  alw.iy,  pluc-.l  within  th..  limitation  mark!*:  but 
the  other  point*  iire  plac.'.l  oithiT  williin  or  wilhoiil.  il^p.-tidint;  ..n  wliefher 
or  not  they  are  part  of  tlie  i|iiotati..ii, 

Bale  4.— When  n  qtintntion  mnsisfs  of  itmr.'  th.iii  otic  imriiei-iiph.  tln'  lifst 
([iiotntion  ninrk  sh.ml.l  }).■  nsp.l  h.'fmv  ,■;  h  imrjiu'fiipli,  Imt  tho  sivoml  mat-k  is 
1180(1  only  at  the  close  of  the  entire  quotation. 

.Many  exnmpl.''.  of  Hole  \  ar.'  siv.'n  in  reporti  of  <|i...'-hiM,  ..ti-. 


K.XF.RCISE. 

Study  carefully  the  principles  refcrriiiir  to  (Quotation  Marks,  write  out.  in 
your  exercise  book,  the  followinfr  exnniples.  get  theni  check.'.l  l)y  a  tradier.  Iheii 
copy  in  yonr  Correspondence  lUnnk.  Insert  all  ininctuntion  marks,  as  far  as  y.m 
nre  able,  in  each  example.     Be  careful.     Me  exact. 

1.  .Mcxan.ler  Poiie  ^ai.l  that  ir  i,  pilu.-.iti.Mi  wlii-li  foiiin  tli..  foiiiiii.ni  iiiin.l  an, I  tliat 
just  n»  the  twip  ii  lient  *n  the  tr.-e  U  inclined. 

2.  The  ilm-tor  sai.l  that   h.'  thoii^zht   «li.'  miiiM   <.miii  li,.  aroiiinl  auMiii. 

3.  Among  the  poems  Im'Ioml.Iii./  to  th,'  lir~»  or  yniitlifiil  p.'ri...!  ni  Wonl-worth'n  p..etiral 
life  and  work  upeeial  mention  shoiil.l  tie  nia,l,>  ,.f  ll|.  noM.-  O,].-  t.i  Duty  heifinnins  Stem 
dnuphter  of  the  v.iice  of  <;..,!  the  o.li'  To  th.-  S!;yl.irk  an. I  th.-  .'I.irioiw  (»,li.  on  rntiinationi  of 
Immortnlitv 

4.  A  quarrel  alr.'a.ly  sal, I  P,,riii  Wliai  i-  th  •  iiinti,.,-  Cratian..  r.>pli,',l  t.a,|y  it  is 
atiout  a  paltry  nilt  rinj;  that  N'erissa  /jave  me  nitli  v\.,r.U  iipi.ii  it  lil;e  thi-  poetry  ,m  a  eutler's 
knife  Love  mo  an.l  leave  m.'  not.     (The  M.'n'liaiit  of  Veni.'e.  | 

.■>.     \o  true  luxury  \v.Mltli  ,ir  i.'lij»ioti  <  lys   Hu-kin   is  possil.I,.  f,  ilirty  pors,.iis. 
tl.     Who  wrote  the  fainous  line- 

Lives  of  jrrpat   ni.'ii  .ill   reiiiin,!   ii> 

We  ean  make  our  livi.s  sul.liiii.. 

And  .lepartinL'  leav..  Ii..hiiid  u- 

Footprints  on  the  san,!s  ,if  time. 

I.  Orison  Swett  Mar.l.Mi  says  Success  can  n.'i  li.-  eopi...|  can  n..l  lie  suec^ssfullv  imi- 
tate.! it  is  an  original  force  a  creative  process. 

5.  Robert  [nnrer»oll  wrote  on  his  photograph  which  he  sent  to  Afark  Twain  To  th(! 
m.ir.  who  kn.-.ivs  that  iiilrth  Is  tncdiriitc  an.!  that  l.iiijhter  l.-'nj.'th.^n-  tif... 

9.     To  take  driid;rery  out  .if  your  occupation  says  Mar.lcn  put  your  h.\irt  in  it. 
10.     Henry  W.ird   Bivchor  expr.'ssc,l  the  i.lea.  only  in  ilitrcrent  wor.ls,  that  we  ou^ht  to 
be   thinking    intelliecntly    while   working   an.l    .it   th,-   same   fiiiio   tryiiii;   t.i    work   out    those 
thoughts  in  whatever  we  attempt. 
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il.    r\nt  think  out  jnwr  work  »•!  tktn  work  otit  your  tkoufht  mM  Henry  Ward 

tbtr. 

lit.     What  U  tha  aacrat  of  auoeaaa  aakad  tka  magaiina 
Iki  writa  Mtld  tha  pan 
fia  prograaaWa  aai4  tha  aurhrc  pack 
B«  axMt  ami  on  tima  laitl  tba  clock 
Ba  aaraful  not  to  braak  your  word  laid  the  typawrltar 
liun't  ba  afrnid  to  atrike  when  yuu  Hn>l  your  matrh  aaia  tba  lamp 
Puih  and  pull  aaid  tha  door 
Stand  Arm  and  unyialding  aaid  tha  flagntaff 
Oon't  ehanfra  with  avery  wind  that  blown  laid  tba  waatbar  vana 
Kavar  beooma  dull  and  runty  aaid  the  boa 
aimb  ateadily  up  aaid  the  hill 
Keep  bright  and  don't  mind  the  elouda  aaid  the  sun 

Cultivate  a  calm  exterior  but  be  ready  for  emorgi-nriea  aaid  the  innocent  Hower 
even  I  alwaya  carry  a  piatil 

[N.  M.  Holman.] 


LE880H18. 

E*AReNTHE.SI8. 


Marks  of  Parpnthosiji  are  used  to  enclose  explanatory  words  that  do  not  form 
part  of  the  direct  construction. 

Rnle  1. — Incidental  words  of  exclamation,  references,  or  any  matter  merely 
thrown  into  a  sentence  and  not  a  nt-cossary  part  of  it,  should  be  enclosed  with 
marks  of  parenthesis. 

e.g.   1.     If  we  CYercini'  right  principles   (and  wp  cannot  have  tliom  unless  we  exer- 
cise them ) ,  they  must  be  perpetually  nn  the  incrriiHe. 
2.     Consider    (nnd   make  the  considerntioii   aink   dci-p   into  your   hearts)    the 
fatal  consequences  of  a  wicked  life. 

Rule  2. — One  frequent  use  of  the  marks  of  parenthesis  is  to  enclose  fiftures 
and  letters  referring  to  a  note,  rule,  remark,  section  or  para^rraph  to  which  atten- 
tion is  called. 

e.g.     (11)    (b)    (,')  etc.     (1).   (2)     (3).,  etc. 

Rule  3. — Marks  of  parenthesis  are  used  to  enclose  an  amount  in  figures  or  a 
number  in  figures,  when  it  is  also  written  in  words. 

e.g.   1.     Ship  us  five   (5)  cases  Eleme  Figs. 

2.     Kncl09e<l  find  Fifteen  nollnrs  (.fl.'i.OO)   in  full  "f  account  to  date. 


Brackets. 
Brackets  are  similar  to  marks  of  parenthesis,  but  are  restricted  in  their  use. 

Ride  1. — Brackets  are  used  to  enclose  matter  that  is  independent  of  the  sen- 
tence in  which  it  occurs,  as  interpolations,  notes,  corrections  or  comments  made 
by  authors  in  quoting  from  others  nnd  by  editors  or  correctors,  when  they  intro- 
duce words  of  their  own  into  matter  furnished  by  contributors, 
e.g.  I.     The  invitation  was  addresscil  to  he  [him]  and  I  [me]. 


!■!•  I— Brocket*  are  used  to  iiuUcati>  a  parenthfiiia  within  a  pnri'tifhwiifi. 
••g-    l(|-»»x(|>|)|h{(i+Jk)    (44.4)1. 

B«l«  3.— Bracket!  are  \ufd  to  «>ncln«io  worda  interjecto<l  into  a  <iuotati.>ii, 
not  forming  part  of  the  quotation. 

•.g.    Hocratra  Mid,  "I  Mi»v«.  the  aoul  {you  hav^  .mv]  tu  be  immorUl." 

Kxaan. 

Study  alM>vi'  prineipU'g  relatinR  to  Pan-nthpHin  and  Bracketa,  write  the  fol- 
lowing txamplcd  in  your  exeroimj  book,  4{et  them  checked  by  a  teacher,  then  copy 
in  your  Correapondenoe  Blank. 

1.  If  1  w*rt  him  h«  I  would  go. 

2.  CiinHliIrr  anil  may  tlif  G0ii«i(l4>rnti»ii  niiik  iIih>|i  into  your  h«irtii  thp  futiil  »>?!■««• 
quencn  of  an  idle  parrer. 

3.  The  captuiii  liml  urMTui  mm  li>  ilii-  who  died  on  the  »hip. 

4.  We  caught  more  than  u  «ior.'  i*  it  not  ao  Tom  without  having  to  bait  our  hooka 
again. 

9.     Freight  ui  forty  40  caw*  of  prime  chi<ew. 

0.  I  nm  forwarding  you  a  I'oiital  Monoy  OrdiT  for  Sixtet-n  ,"„",,  Uollnra  lfl.20  in  full 
of  account. 

7.     The  article  appeared  in  thi-  London  Kng  Time*  and  wan  HiKned  by  Hon  .1.  Chamber- 


lain. 


8.     Are  you  itill  I  fear  you  are  an  far  from  the  correi-t  Holution  nn  ever. 
0.     lit  could  of  have  gone. 
10.     I{e«|uiiiite»  of  IniUirsenicnt 

1.  It  must  be  made  on  the  bill  itiielf. 

2.  It  must  be  the  indor^iemrnt  of  the  whole  bill  and  not  a  part  of  it. 

3.  If   payable  to  two  or   more  per»on«   who  are   not   partners  all   muiit  indo'«e 

unless  one  has  authority  to  indonte  for  all. 


LESSON  19. 

The  IIyphek. 

The  matter  of  using  tho  hyphen  is  usually  made  too  much  a  matter  of  the 
memory  rather  than  of  the  utiderstandiiip.  A  little  inquiry  into  the  philosophy 
of  this  much  abused  and  neglected  marit  would  lead  to  greater  e<)rreetue.s.s  in 
using  it.  If  we  take  the  two  expressions,  "wood-box"  and  "wood  box,"  it  is 
seen  that  box  in  the  former  implies  that  it  is  a  container  for  wood,  while  wood 
in  the  latter  denotes  the  material  of  which  the  box  is  made. 

Eule  1. — When  two  nouns  come  together,  and  the  .second  implies  the  act  of 
eontaining  the  first,  a  hyphen  is  used ;  and  when  the  first  word  denotes  the  mate- 
rial of  which  the  second  is  made,  the  hyphen  should  not  be  used. 

e.g.     Distinguish  between  ice-house  and  ice  house;  paperbaski't  and  paper  basket. 
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Snle  8.— The  hjrphen  is  placed  between  the  component  parts  of  compound 
words. 

NOTU.— No  word  is  liyphenated  unless  each  of  its  parts  is  a  whole  word  when  standing  alone. 
Many  such  compounds,  however,  are  written  as  single  words  without  hyphens. 
If  in  doubt,  always  consult  a  good  dictionary, 
e.g.     school-teacher,  free-hand,  red-hot. 

Bnle  3. — A  hyphen  is  used  to  join  a  prefix  ending  with  a  vowel  to  a  word 
beginning  with  a  vowel. 

e.g.     co-operate,  re-union. 

Enle  4.— It  frequently  happens  that  two  ,vords  of  the  same  part  of  speech 
are  connected  by  the  word  "and"  to  form  a  qualifying  word,  then  separate  by 
hyphens;  or  words  representing  different  parts  of  speech  may  be  joined  to  convey 
one  description,  when  hyphens  are  necessary. 

e.g.     up-and-down    motion;    give-and-take    policy;    up-to-ilnte    teacher;    go-as-you- 
please  style;  ill-advised  project. 

Bnle  5.— Compounds  are  often  made  by  the  union  of  a  noun  with  a  noun, 
or  by  the  union  of  a  word  ending  in  ing  with  a  noun.  When  the  meaning  of 
these  compounds  can  be  reversed,  by  using  "of  "  or  "for."  the  compounds  should 
be  hyphened. 

e.g.     view-point;  printing-press;  sewing-machine;  carving-knife. 

Rule  6. — Numbers  consisting  of  two  digits,  when  expressed  by  words,  should 
be  hyphened;  also  fractions  expressed  in  words. 

e.g.     twenty-five;  eighty-one;  one-half;  two-thirds. 


them 


Rule  7. — Numerals  compounded  with  other  words  take  the  hyphou  after 


e.g.     fimrtined;    tuelvefwit   pole:   onohorsp  Hagon. 


Rule  8. — When  a  word  is  divided  at  the  end  of  a  written  or  printod  Iim>. 
the  line  ends  with  a  hjrphen. 

Note. — Never  divide  a  syllable  at  the  end  of  a  line  and  never  place  the  first  syllable  at  the 
end  of  a  line  when  that  syllable  contains  but  one  letter. 

e.g.     A-board,  e-dict. 

Rule  9. — Dictionaries  use  hyphens  to  separate  syllables  of  words  except 
where  marks  of  accent  are  placed  at  the  ends  of  syllal)los.  Heavier  hyphens  are 
generally  used  to  mark  the  division  points  in  compound  words.  [See  your  dic- 
tionary for  this.] 

Rule  10. — Usually  when  two  words  are  compounded,  and  each  keeps  its 
original  accent,  the  hyphen  is  used ;  but  if  one  of  the  words  loses  its  accent,  the 
two  words  become  consolidated. 

e.g.     dining-ro<mi;    sugar-bowl;   seaslioio;   housetop. 


Exercise. 


Study  the  foregoing  principles  pertaining  to  the  Hyphen,  write  out  the  fol- 
lowing examples  in  your  exercise  book,  get  a  teacher  to  check  same,  then  copy 
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neatly  ia  your  Correspondence  Blank.     Indicate  in  parenthesis  marks  immed- 
iately following  the  entire  expression,  the  particular  number  of  rule  applied:  e  g 
pen-and-ink  copy  (Rule  4).    Distinguish  between  those  expressions  that  require 
hyphens  and  those  that  do  not,  when  you  write  them,  as  all  of  the  expressions 
will  not  require  hyphens. 

1.  Five  dollar  hats;  sewing  maelune;  twenty  two;  goM  pen;  a  book  cage;  rosy  cheeked 
girl;  a  never  to  be  forgotten  event;  anti  prol.ibitionist;  co  operate;  HO  cent  gas;  fruit  stand- 
out of  the  way  place;  well  to  do  farmer;  silver  spoon;  out  put  for  the  year;  three  tined 
fork;  five  hundred  sixty  two  ten  thousandths;  glasswork;  type  writing  machines;  shorthand 
exercises;  Sunshine  furnace;  a  bird',  eye  view;  free  hand  drawing;  cor  re  spond  ence;  claa 
81  fi  ca  t.on;  bookkeeper;  a  red  book;  railway  crossing;  he  ordere,!  six  inch  tubes  not  six 
inch  tubes;  ex  mayor;  vice  president;  re  elect;  pre  occupy;  re  embark;  ex  speaker. 


LESSON  20. 

The  Apostrophe. 

Rule  1.— The  apostrophe  is  used  to  mark  the  omission  of  a  letter  or  a  svUable 
in  a  contracted  word  or  expression. 

e.g.    'tis,  o'er,  rec'd,  didn't,  ne'er. 

Rule  2.— It  is  used  to  mark  the  omission  of  the  century  in  dates, 
e.g.     'Ofi,  '07. 

Rule  3.— It  is  used  to  indicate  the  plural  of  figures,  signs  or  letters. 
e.g.     4's,  2'8,  t's,  u's. 

Do  not  make  your  n's  and  u's  so  much  alike.  Dot  your  i's  and  cross  your  t's. 

Rule  4.— It  is  used  to  indicate  the  possessive  case  of  nouns. 

(a)  All  singular  nouns,  and  all  plural  nouns  not  ending  with  s,  form  the 
possessive  by  suffixing  an  apostrophe  and  s. 

e.g.     The   man's   coat;    the   men's   coats;    one   month',   salary;    Wade  &   Connor's 
invoice. 

(b)  All  plural  nouns  ending  in  s  form  the  possessive  by  suflfixing  an 
apostrophe  only. 

e.g.     four  months'  interest;  si.v  months'  tuition;  two  wee'cs'  salary;  30  days'  sight. 

(c)  Possessive  pronouns  are  not  marked  with  the  apostrophe,  the  par- 
ticular form  of  pronoun  being  sufficient  to  indicate  possession. 

Rule  6.— A  n(,an  of  mnro  than  one  syllable  ending  in  an  s  or  z  sound  some- 
times omits  the  s  in  the  possessive  form  in  order  to  avoid  the  disagreeable  repeti- 
tion of  hissing  letters. 

e.g.     the  princess'  favorite;  for  conscience'  sake.  / 

[H.S.  Grammar — Seath.] 
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Exercise. 

Insert  apostrophes  in  the  following  examples  in  harmony  with  the  foregoing 
principles.  Copy  exercise  in  your  Correspondence  Blank.  Be  neat  and  careful. 
Read  notes  1  and  2  at  the  end  of  this  lesson. 

The  teachers  rule;  the  boys  scliool;  u  days  march;  a  three-days  march;  a  three-months 
course;  the  first  moiltha  rent;  Lloyd  &  Mooney.-)  etore;  your  letter  under  date  of  Mar.  10, 
05;  he  uses  too  many  ifs  and  neglects  to  cross  his  is  and  dot  hi»  is;  ones  duty;  where  did 
you  spend  this  summers  vacation?;  mens,  women^  and  childrens  shoes;  wonderful  bargains 
at  Brown  &  Davis;  Lord  &  Thomas  agency;  his  pen  and  ink;  those  spelling  papers  are  ours; 
practice  your  3s  and  58 ;  Mills  lessons;  for  conscience  sake. 

Notes. — 1.  The  chief  difflculties  in  the  use  of  the  apostrophe  lie  in  the  failure  to  add  the 
"s"  when  using  the  apostrophe  with  a  singular  noun  which  ends  in  "s,"  as, 
for  example,  Adams's  bargains;  also  in  failing  to  put  the  apostrophe  in  the 
ripht  place  when  using  it  with  a  plural  noun  ending  in  "s,"  as,  for  example, 
a  four  months'  course. — [<:.  Grove,  ,M.A 
2.  Common  usage  endorses  the  adding  of  the  apostrophe  only  to  indicate  the  pos- 
sessive case  of  singular  nouns  ending  with  "s,"  e.g.,  James'  book;  A.  B. 
Thomas'  note. 


LESSON  21. 

General  Exercise  in  Punctuation. 

The  student  who  has  thoroughly  mastered  the  preceding  instructions  and 
exercises  has  a  sound  foundation  for  the  mastery  of  punctuation.  Readiness  and 
accuracy  can  be  acquired  only  by  continued  practice  in  writiiij;  sck^cted  mattor 
from  dictation  or  copying  without  pointing  and  afterwards  comparing  with  the 
original.  Below,  we  give  you  matter  requiring  all  the  punctuation  marks  to  be 
used.  At  this  point,  a  general  review  of  the  principles  pertaining  to  each  punctu- 
ation mark  should  be  made.  Copy  the  examples  that  are  given  under  each  point, 
carefully  punctuating  them :  then  read  them  aloud,  noticing  critically  the  punctu- 
ation. Then  copy  them  without  punctuation  and  read  them  aloud,  thinking  where 
you  would  insert  the  required  marks.  Try  to  form  the  habit  of  giving  yourself 
a  reason  for  every  mark  j'ou  use.  Always  get  an  intelligent  grasp  of  the  meaning 
of  your  sentence,  then  punctuate  to  preserve  clearness  and  to  convey  the  intended 
meaning.  'Remember  that  readiness,  accuracy  and  thoroughness  are  always 
desirable  in  typewriting  and  letter- writing.  1^ 

Carefully  insert  the  necessary  points  in  the  following  exercise  while  writing 
the  various  sentences  in  your  exercise  book,  verify  the  points  yourself,  copy  your 
punctuated  matter  in  your  Correspordence  Blank,  then  get  a  teacher  to  chock 
the  same,  marking  all  errors  with  red  ink.    Do  your  best. 

\.  Less  formality  is  expected  in  a  letter  than  in  an  essay  or  newspaper  paragraph  the 
style  should  be  simple  and  clear  yet  graceful  and  dignifieil  it  should  of  course  be  varied 
aocording  to  the  relations  beEween  the  writer  and  the  person  addressed  and  various  other 
considerations. 

2.  Birds  as  a  rule  prefer  a  warm  climate  which  accounts  for  their  flight  to  the  south 
every  winter. 

3.  Oh  Absalom  my  son  Al)snlom  would  God  I  had  died  for  thee 

4.  Burns  poem  A  mans  a  man  for  a  that  endeared  him  to  all  humanity 
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5.  Do  not  insult  a  poor  roan  his  misery  entitles  him  to  pity 

6.  If  to  do  were  as  easy  as  to  know  what  were  good  to  do  chapels  had  been  churches 
and  poor  mens  cottages  princes  paiaces.     Shakespeare 

7.  The  poem  beginning  tell  me  not  in  mournful  numbers  was  written  by  Longfellow, 

8.  Reading  maketb  a  full  man  conference  a  roady  man  writing  an  exact  man 

9.  Caesar  ruled  Rome  Napoleon  France  and  Cromwell  England 

10.  Hamlet  said  of  his  father  take  him  for  all  in  all  I  ne'er  shall  look  upon  his  like  again 

11.  Histories  make  men  wise  poets  witty  mathematics  subtle  natural  philosophy  deep 
moral  philosophy  grave  logic  and  rhetoric  able  to  contend 

12.  The  poor  man  is  rich  with  contentment  the  rich  man  poor  without  it 

13.  With  the  words  give  me  liberty  or  give  me  death  he  closed  his  oration 

14.  Some  men  divide  the  history  of  the  world  into  four  ages  viz  the  golden  age  the 
silver  age  the  brazen  age  and  the  iron  age 

15.  Slany  words  in  English  have  two  spellings  as  inquire  enquire  jail  gaol. 

10.  Success  in  business  in  society  in  literary  work  and  in  professional  life  is  very 
largely  dependent  upon  the  ability  to  express  onoself  correctly  clearly  gracefully  and  force- 
fully the  speaker  or  the  writer  who  uses  good  English  is  followed  more  closely  than  the  one 
who  blunders  whether  he  is  selling  goids  explaining  a  problem  or  arguing  a  point  of  law 
one  who  writes  a  good  letter  makes  a  favorable  impression  whether  one  is  selling  goods 
seeking  a  position  or  the  good  will  of  a  correspondent  command  of  language  is  the  chief 
requirement  it  follows  that  everyone  shouM  develop  his  command  of  English  to  the  fullest 
extent 

Note. — Arrange  the  letters  in  17  and  IS  in  correct  form  a.      punctuate  properly. 

17.  275  .\rthur  St  Toronto  June  30  1!)0S  The  Imperial  Aeeidont  and  Guarantee  ("o  Ltd 
Confederation  Life  IJuilding  Toronto  Ont  Gentlemen  I  wish  to  apply  for  the  position  of  cor- 
respondent which  you  advertise  in  todays  Telegram  I  have  had  considerable  experience  in 
my  fathers  ollice  where  1  have  answered  many  of  the  letters  on  my  own  responsibility  I  am 
a  rapid  typewriter  operator  and  am  accu-.tomi'd  to  write  my  own  letters  on  the  machine 
lawyers  for  whom  I  have  done  copying  say  1  am  remarkably  accurate  I  have  a  good  know- 
ledge of  English  and  express  my  ideas  readily  I  am  very  anxious  to  obtain  a  position  with 
a  large  company  where  it  will  pay  to  work  hard  for  advancement  I  have  not  had  as  ranch 
experience  as  I  couhl  wish  but  I  h'A  sure  I  can  do  your  work  satisfactory  though  possibly 
I  shall  be  a  little  slow  at  first  what  I  do  however  you  can  depend  on  my  doing  faithfully 
trusting  you  will  give  me  a  trial  at  whatever  salary  you  think  reasonable  I  am  yours  respect- 
fully U  R  Earnest 

18.  190  Yonge  St  Toronto  Ont  Jlar  30  1008  Mrs  Mary  Anderson  Brandon  Man  Dear 
Madam  We  thank  you  for  your  order  of  Mar  24  and  shall  hope  to  please  you  in  every  way 
in  filling  it  you  will  remember  however  that  it  is  stated  in  our  catalogue  that  at  least  half 
the  price  of  a  made  to  order  garment  must  be  paid  in  adv:tnce  we  ask  this  not  only  of  you 
but  of  every  one  for  you  can  readily  understand  that  this  is  the  only  protection  we  have 
while  ready  made  garments  may  always  be  returned  and  money  will  be  refunded  we  cannot 
take  back  made  to  order  garments  or  exchange  them  we  guarantee  however  that  we  will  give 
you  a  perfect  fit  and  that  you  will  find  the  workmanship  and  style  unexceptionable  in  every 
way  if  the  dress  is  not  made  precisely  as  you  order  it  your  money  will  be  promptly  refunded 
you  will  see  therefore  that  you  too  are  fully  protected  the  most  convenient  way  will  l)e  for 
you  to  send  the  entire  amount  in  advance  if  you  wish  however  you  may  send  half  and  the 
other  half  will  be  collected  by  the  express  company  when  the  goods  are  delivere<l  as  soon  as 
we  hear  from  you  we  will  begin  work  at  onee  and  if  you  are  to  be  in  Toronto  you  can  call 
and  have  the  dress  fitted  in  our  work  rooms  hoping  we  may  be  able  to  please  you  we  remain 
Yours  very  truly  The  T.  Eaton  Co  Limited  per  B  Williams  Manager  Dress  Jfaking  Dept. 
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LESSON  22. 

How  TO  TAKE  Copies  of  Outgoino  Letters. 

A  copy  is  generally  kept  of  every  letter  and  invoice  sent  out  of  the  office. 
Every  office  has  its  individual  system  of  handling  its  correspondence.  All  systems, 
however,  have  two  principal  objects :  first,  exactness ;  and  second,  dispatch  in  the 
handling  of  letters. 

There  are  two  general  methods  of  making  copies  of  outgoing  letters. 

1.  Press  Copy.  By  means  of  the  copying  press  a  facsimile  may  be  made  of 
any  document  written  with  copying  ink.  The  copies  are  generally  made  in  a 
press  copying-book,  which  is  a  book  of  tissue  leaves.    The  process  is  as  follows : — 

1.  A  number  of  linen  cloths  cut  to  the  size  of  the  leaves  of  the  book  are 
dampened  uniformly. 

2.  An  oil  board  is  placed  on  the  left  side  of  the  open  book.  Upon  this  oil 
board  is  placed  a  damp  cloth  or  blotter. 

3.  A  page  of  the  book  is  placed  over  the  damp  cloth  or  blotter. 

4.  The  letter  to  be  copied  is  placed  face  down  on  the  page. 

5.  A  damp  cloth  or  blotter  is  placed  upon  the  letter;  then  another  loaf  is 
placed  over  this  damp  cloth ;  then  anothei  letter,  face  down ;  then  another  damp 
cloth;  then  another  leaf;  then  another  letter,  face  down;  and  so  on.  Thus  many 
!  •■  iers  may  be  copied  at  one  operation. 

6.  Over  the  last  damp  cloth,  before  the  book  is  closed,  another  oil  board 
is  placed.  Two  oil  boards  are  thus  used,  one  at  the  beginning  and  one  at  the 
end,  whether  one  letter  is  copied  or  ten.  These  boards  are  to  protect  the  rest 
of  the  book  from  coming  in  contact  with  the  damp  cloths. 

7.  The  book  is  then  closed  and  placed  in  the  press  under  pressure.  Type- 
written letters  should  remain  under  pressure  about  two  minutes.  Pt-n-written 
letters  copy  almost  instantaneously. 

2.  Carbon  Copy.  By  means  of  carbon  paper  an  exact  duplicate  may  be 
made  of  any  letter  or  invoice.  The  carbon  paper  is  arranged  between  the  two 
letter-sheets  when  placed  in  the  typewriter.  The  original  letter  is  sent  while  the 
carbon  copy,  an  exact  duplicate,  is  filed.  Carbon  copies  are  sometimes  made  of 
all  replies  to  letters.  They  are  then  attach(!d  to  and  filed  with  the  original  letters, 
thus  taking  the  place  of  a  copying-book.  The  carbon  method  of  preserving  copies 
of  letters  is  used  extensively,  and  is  preferred  by  many  business  houses. 


Exercises. 

Write  the  following  letters  on  business  letter  head  paper,  using  copying  ink. 
get  them  checked,  and  take  a  Press  Copy  of  each.  Fasten  the  original  and  the 
copy  with  a  paper  clip  1i>  a  page  of  \\,ar  Correspondence  Blank. 
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^-  Wellington  and  Front  Sts.  E., 

Toronto,  Nov.  15,  1007. 
Mr.  D.  A.  Jackion, 

Belleville,  Ont. 
Deur  Sir: 

We  regret  to  leurn  that  th«  poo<l8  recently  shipped  to  you  liave 
not  met  with  your  favor.  If  you  »o  desire,  you  may  pack  them  securely 
and  return  at  our  expense.  Ipon  receipt  of  Bill  of  Lading  showing 
compliunue  with  our  request,  we  will  gladly  ship  you  other  goods  of  a 
similar  character. 

Awaiting  your  pleasure,  we  are, 

Vours  very  truly, 

John  Macdunald  &  Co., 
Per  J.  M. 

2.  Write  a  suitable  answer  to  Xo.   1.  such  .ns   would  accompany  the  Bill  of  Lading. 

3.  Students  who  can  typewrite  will  make  uiic  manifold  copy  of  the  first  model  letter 
n  this  text-book.  Fasten  typi^Hiitten  letter  also  carbon  copv  to  a  page  of  your  Correapon- 
l»nop  Blank. 


I     i 


SECTION  3. 


LESSON  23. 
Kinds  of  Letters. 

The  following  letters  may  serve  as  fair  models,  and  the  exercises  following 
each  letter  will  give  you  ample  practice  in  writing  real,  business  letters.  Be 
natural  in  your  expressions.  Imagine  the  person  to  whom  you  are  writing  ia 
beside  you.    Be  conversational  in  your  style. 

In  starting  a  new  business,  a  person  usually  wants  to  get  the  prices,  line  of 
discounts,  terms  of  payment,  etc.,  from  several  wholesale  firms  before  finally 
placing  an  order  to  the  best  advantage.  It  is  our  purpose  in  connection  with 
the  handling  and  illustrating  of  the  various  styles  of  common  business  letters,  to 
bring  them  before  you  in  a  connected  way.  So,  in  the  first  place,  we  do  not  ask 
you  to  write  a  letter  asking  for  an  extension  of  60  days  on  an  account,  or  a 
general  letter  of  complaint,  but  a  simple  letter  soliciting  points  of  information 
relative  to  placing  an  order  with  a  firm. 

Copy  the  model  letter,  which  is  given  under  this  heading,  in  your  Corre- 
spondence Blank,  giving  due  attention  to  form,  correct  spacing,  penmanship, 
paragraphing  and  the  general  neatness  of  the  work  as  a  whole.  Shorthand 
students  might  typewrite  the  letter,  then  make  a  copy  of  same  with  the  letter- 
press, if  teacher  so  directs. 


Exercises. 


'a-' 


Sketch  the  following  letters  in  your  exercise  book,  observing  good  form, 

arrangement,  correct  spelling  and  business-like  matter.    Get  a  teacher  to  check 

same,  after  which  copy  neatly  in  your  Correspondence  Blank. 

-- «        ■      - .     ■ 

1.  You  intend  to  open  a  retail  boot  and  shoe  store  ai,  Fergus,  Ont.  Write  to  the  J.  D. 
King  Co.,  Limited,  84  Wellington  St.  West,  Toronto,  Ont.,  asking  for  price-list,  terms  of  pay- 
ment and  discount  on  cash  orders.    You  purpose  opening  up  business  with  a  Stock  of  $3000. 

2.  James  Lightfoot,  72  Downio  St.,  Stratford.  Ort.,  purposes  opening  a  retail  dry 
goods  store.  He  writes  to  John  Macdonald  k  Co.,  33  Wellington  St.  East,  Toronto,  Ont.,  for 
quotations,  terms  of  payment,  list  of  discounts  and  any  other  information  that  would  be  use- 
ful.   Write  the  letter. 

3.  Miss  Laura  Bennett  intends  to  open  millinery  parlors  at  216  King  St.,  Belleville, 
Ont.,  and  writes  to  Nisbet  4  Auld,  DO  Wellington  St.  West,  Toronto,  Ont.,  for  price  list, 
terms  of  payment  and  any  other  details  that  would  be  of  interest  to  her,  in  opening  this 
line  of  business. 
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Requestinq  Prices. 
(Model  Letter.) 

Z^Z  King  St.    E.  , 

Hamilton,  Ont . ,  Jan.  Z,    1908. 

The  W.  R.  Brook  Co.,  Ltd., 

Toronto,  Ont. 
Gentlemen: 

I  have  recently  started  business  in  this 
city,  and  hsvs  decided  to  add  a  line  of  dry  goods. 
Your  firm  has  been  recommended  to  me  as  one  of 
the  best  for  carrying  a  large  assortment,  and  for 
making  prompt  shipments. 

I  shall  be  pleased  to  have  your  representa- 
tive call  on  me  at  your  earliest  convenience,  and 
shall  thank  you  to  advise  me  of  your  terms. 

Yours  truly, 

Elias  B.  Walker. 


li  ! 
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LES80H24. 
Rbply  to  Letter  Asking  kor  Prices. 
(Model  Letter.) 

86  Wellington  St.  W. , 

Toronto,  Ont . ,  Jan.  4,  1908 


Mr.  Elias  B.  Walker, 
242  King  St.  E. , 

Hsiinilton,    Ont 

Dear  Sir: 


Your  letter  of  the  2nd  inst .  advising  us  that 
you  will  add  a  line  of  dry  goods,  has  been  re- 
ceived. 

Your  city  is  growing  so  rapidly,  and  is  so 
quiokly  assuming  an  important  position  among  the 
large  commercial  centres  of  Canada,  that,  in  our 
opinion,  you  will  make  no  mistake  in  so  doing. 

We  have  instructed  our  representative,  Mr. 
Blank,  to  call  on  you  on  Monday  next,  with  a  full 
line  of  samples.   In  the  meantime  we  shall  thauok 
you  to  let  us  have  in  confidence  a  memo,  of  your 
standing.   It  is  our  custom  to  make  this  request 
of  every  firm  upon  opening  an  account  with  us. 

Our  regular  datings  are  October  1st  and 
April  1st.   Our  terms  vary  from  net  cash  to  4 
months  5%,  according  to  lines.   Our  Mr.  Blank  will 
give  you  definite  information  regarding  discounts. 
Of  course  we  are  always  open  to  mgike  special 
arraiigements  regarding  spot  cash  payments. 

Assuring  you  of  prompt  shipments,  we  remain. 

Yours  very  truly. 

The  W.  R.  Brock  Co.,  Ltd., 

Per  J.    Tait,    Sec. 
Exercises. 

Copy  the  sample  Ifttcr  umler  this  heudinjr  in  your  C<>ire»poiideiiic  Blank,  after  which 
sketch  suitable  replies  to  all  the  letters  in  precedinf;  exercise,  get  a  teacher  to  check  same  in 
your  e.xercise  book,  after  which  cnpy  neatly  with  pen  and  ink  in  your  Correspondence  Blank. 


LESSON  25. 

Letters  Orderin(i  Goods. 
.Model  1. 

242  King  St.    E. , 

Hamilton,  Ont . ,  Jan.  10,  1908. 
The  W.  R.  Brock  Co.,  Ltd., 

86  Wellington  St.  W.  , 
Toronto,  Ont. 
Gentlemen: 

I  enclose  herewith  a  list  of  goods  which  you 
may  add  to  my  order  given  to  your  Mr.  Blank  on  the 
8th  inst .   Please  ship  complete  order  as  early  as 
possible  by  O.T.R.  freight. 

I  hope  that  the  statement  in  regard  to  my 
affairs,  mailed  to  you  at  your  request,  has  been 
satisfactory.   Should  you  require  information 
other  than  that  which  may  be  readily  secured  from 
your  financial  agents,  I  refer  you  to  Mr.  J.  R. 
Dvinlop,  246  John  St.,  S.  Hamilton,  Ontario,  with 
whom  I  have  done  business  for  a  number  of  years. 

According  to  your  suggestion,  I  shall  remit 

$400.00  on   receipt   of  goods,    ajid  shall   ask  you  to 

allow  me  the  usual  interest  for  prepayment. 

Yours  truly, 

Elias  B.  Walker. 
Enc .  1 . 


Model  2. 


654  Yonge  St . , 

Toronto,  Ont.,  May  26,  1907. 
Messrs.  Hart  &  Mead, 
42  Sparks  St . , 

Ottawa,  Ont . 
Gentlemen: 

We  have  oonunenoed  a  general  Hardware  business 
here,  and  desire  to  open  an  account  with  you. 
For  references,  we  give  you  the  names  of 
Mr.  P.  H.  Gardiner,  74  Greenwich  St.,  New  York, 
and  Messrs.  Pratt  &  Lloyd,  510  Yonge  St.,  City. 
If  satisfactory,  please  send  the  following 
goods  by  fast  freight  and  give  us  your  best  terms 
of  discount :-- 

25  doz.  Carpet  Stretchers,  #i^27, 

15  "   Jack  Planes,  XX, 

10  "   R.R.  Picks,  Grade  C, 

10   "   Try  Squares,  XXX, 

25   "   Mortise  Locks,  #  326, 

5   "   Ratchet  Braces,  #  4602, 
15  Copying  Presses,  #  46. 

Yours  respectfully, 

Munson  &  Bowman, 

per  E.  Munson. 


Note. — The  above  would  be  a  suitable  style  of  letter  to  use  when  you  are  ordering  goods  for 
the  first  time,  from  a  wholesale  firm  and  when  a  remittance  doeajiaL  accompany 
the  order. 
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Model  3. 

350  Yonge  St., 

Toronto,  OHt.,  May  20,  '05. 

Mtitri.  Robt.  Kilgore  d  8ont, 
247  St.  Catherine  St., 
Montreal,  Que. 

Gentlemen: 

Please  forward  to  our  address  per  0.  T.  R.  freight: 
Five  (5)  kf.  ch.  Young  Hyson  Tea,  "Benefactor," 
Three  (3)    "    Japan  Tea,  "P.  B.  133," 
Two  (2)  bags  S.8.  Almonds, 
One  (1)  case  Eleme  Figs  (new). 

You  may  draw  upon  us  at  sight  for  the  amount  of  the  invoice,  less  the  usual 
cash  discount  of  3  per  cent. 

Yours  faithfully, 

Peter  Lloyd  d;  Co., 

Per  P.  L. 


Note. — Tbe  above  would  be  a  suitable  Htyle  of  letter  to  use,  after  an  nccnunt  with  the  firm 
had  been  opened. 


Letters  ordering  goods  should  be  carefully  and  clearly  worded,  so  as  to  leave 
no  possibility  of  a  mistake  in  filling  the  order.  Much  delay  and  confusion  are 
caused  by  carelessness  in  these  letters.  Lack  of  proper  instructions  in  giving 
particulars  is  a  sowrce  of  much  annoyance  to  shippers. 

Note  the  following  points  roncerning  above  letters: — 

1.  The  full  name  and  address  of  the  person  ordering  the  goods,  must 
always  be  given. 

2.  If  goods  are  to  be  charged,  the  charge  name  and  address  should  be  given. 

3.  If  remittance  is  sent  to  pay  for  the  goods  ordered,  give  the  name  and 
amount  of  inclosure. 

4.  The  articles  ordered  should  be  distinctly  specified,  giving  a  full  line  to 
rach  kind. 

5.  Quantities,  figures,  sizes,  brands,  measurements,  etc.,  must  be  precisely 
stated. 

6.  Give  shipping  directions  as  express,  mail  or  freight.  If  express  address 
is  different  from  mail  address,  that  should  be  stated  also. 

7.  In  ordering  from  a  catalogue  where  the  goods  are  represented  by  num- 
ber, the  number  should  always  be  given,  the  article  specified,  and  the  particular 
catalogue  mentioned,  together  with  the  number  of  the  page  on  which  the  reference 
to  the  article  may  be  found. 


Exnciufl. 

Sketch  the  follow  inr  I' Item  in  your  ex«'n'iw  Ixj../  in  lnDiiiifw-lilcc  M\lv 
carefully  punctutttJiiK  th  ..,  ^jet  a  t.-n.'her  to  ..(lOfk  wme.  then  copy  neatly  in 
your  CorrMpondence  Blanit ;   - 

1.     Jm.   ¥ttgn»on  4  (  o,   UM    Yonge  St.,  Tororit...  Ont.,  order  from   B.   K.  J»ml«Mn  A 


Co.,  212  8UU  St.,  Bunt   ',,  M. 
PC*.  BiHck  UrctM  Nilk;  3  pe».  I    ,i«.i 
VelvBti  S  pn.  Black  Mrttlii;   1  \u     IV 
oriJar,  glv»  rr(«rencmi  anil  ii>k  fui   Ix' 

2.  KrUer  by  IfHer  (roiii  ^tti 
the  follouitig  goo<i«.  iMk'ng  fi 
upon  receipt  of  fpxxU. — 1»  pck       i  :l   T.ir 
Emenon  ButU,  HO  XX:    li     . 
No.  467 ;   10  gro.  Jet  Butt«  . 
HUkfa.,  No.  HOG;  30«»  IIm.  W 
Black  A  to.,  Per  Student. 

3.  You  have  a  Power 
Alex.  Noxon,  who  will  be  n  .« 
VVellinKton  St.   Kant,   Toroi/.     (  iU      ,\h 
kinds  of  (Tuodi.    Write  from  !ii    .    ,ii,    > 

4.  C'lerees  Broii,  Kin^  u    I   chin    , 
a  eonxignment  of  400  banket*    '.aclien    .  , 
Winona,  Ont.,  to  be  sold  on  a      .nmi««i<i>, 
in  Toronto  nnd  Ank  for  an  earl;   lihipnient. 


»»•  Khlppml  by  aarli.-ot  tipreiw,  the  followinK  (jood«.— 2 

Silk;  2  pc^.  Bln<.'k  l)re«  \idvet;  I  pc.  Black  Trimming 

id  Silk;  2  po..  (     I,.  (iin«hnm.    Conaider  thi*  the  flrrt 

i-rmn  of  payment. 

Williiii.w  A  to..  2Ht  -ss  Wilwn  St.,  .Montrettl,  Que., 

.^    ^  of  ■"f"""">    myiiit  .von  uill  romit  by  BunkDnft 

re.  No.  24B:   2  pc«.  Talbot  A.   Klannel.  %  T  tT  cii*. 

'   Bunting,  23  in.;  'i  po».  .\dirondai>k  I..  I,    r„tton, 

<i  pc».  Eddy»tone  Lining,  Orode  C;   10  do/    {,»dim' 

rp.     Write  from  Bntntford,  Ont..  ami  "iifn  Stu.i#nt. 


117; 

sta-  'A 


■or 


0  do  i>  I  tl'.e  {{eiicrnl  bUKini'M  for  yuur  principal. 

"■'■        .otter  to  .Tohn  Mitcdonald  &  Co.,  28 
■i.v  tiooda  Dealers,  ordering  eight  different 

Toronto,  Ont.,  Commiititlon  Merchants,  nolicit 
I  basket*  Niagara  Onipen  from   E.  D.  Smith. 

1  ,1  ,1.  I  tent.     State  the  conditions  of  the  market 


LESSON  26. 


FiETTER  OF    InQIIBV    RE  ST.VNDINO.  ETC 


Itpfore  whoii'sal.-  firms  will  onter  into  l)usincs.s  relations  witli  a  coniparativf 
.stranger,  they  usually  r|.  inatul  information  coneerninR  his  business  i)riii(iples. 
character,  fitiani'ial  stniulintr,  ete.  Such  kuowliMlge  nuty  !>.•  scMircd  from  the 
Commercial  Agencies,  which  make  a  business  of  supplying'  sucli  infonriation.  if 
the  stranger  has  a  rating  with  them,  or  from  the  references  which  the  cus- 
tomer may  give.  We  will  admit  that  such  action  taken  above  is  simply  business 
l)rudenee  ami  is  practised  whenever  a  person  applies  to  a  house  for  credit.  The 
value  of  the  information  that  the  wholesaler  p>fs  from  individuals  dei>ends  again 
upon  their  integrity  and  truthfulness. 

Letters  written  on  the  character  and  standing  of  another  are  always  given 
in  confidence.  Such  letters,  however,  should  not  contain  statements  that  c..uld 
not  be  substantiated  if  the  writer  were  called  upon  so  to  do,  but  must  contain 
details  of  actual  facts.  Always  enclose  a  stamped  envelope  for  replv  when  writ- 
ing a  letter  of  inquiry. 

The  model  letter  will  illustrate  a  common  style  used  in  business  to-dn.\ . 

EXERCISE.S. 

Write  ont  the  following  e.xercises  as  instructed  in  preceding  exercise  work  ■ 

1.  WillLimson  Bros..  Dry  r.n„.|.  Dealers.  Ilamilti.,,.  Ont..  have  reoHvcl  an  ordor  for 
goods  from  Tho,.  Miller.  North  Bay,  Ont.  He  ha.  no  rating  i„  the  Commercial  .\gencie, 
Wnte  to  The  Manager  of  The  Quel.ec  Bank.  North  Bay.  soliciting  such  facts  ao  should  he 
known. 


S8 


(M,yii>\   FA'ft.T.) 


86  Front  St.  W. , 

Toronto,  Nov.  7,  1906. 
Mr.  J.  R.  Dunlop, 

246  John  St.  South, 
Hamilton,  Ont . 
Dear  Sxr: 

Mr.  Elias  B.  Walker,  242  King  St.  E.,  Ham- 
ilton, wishes  to  open  an  aooount  with  us,  and  has 
given  us  your  name  as  a  reference.   Kindly  give 
us,  if  poisible,  in  strict  confidence,  any  in- 
formation you  may  have  as  to  his  financial  stand- 
ing, worthiness,  and  promptness  in  paying  bills. 
We  shall  be  pleased  to  return  tne  favor  at  any 
time . 

Thanking  you  in  advance  for  such  information 
as  you  may  give  us,  we  are. 

Yours  respectfully. 

The  W.  R.  Brock  Co.,  Limited, 
per  J   Tait,  Sec. 


J 


00 


2.  Write  a  letter  to  Mr.  W.  Small,  Owen  Sound,  Ont.,  nwking  inquiries  respecting 
the  buiineu  standing  of  Mr.  C.  A.  Forest.  State  your  reasons  for  so  doing.  Sign  The  Russell 
Hardware  Co.,  per  Student. 

3.  Aaron  Knechtel,  684  St.  James  St.,  Montreal,  Que.,  has  rrceived  an  order  for  shoes 
from  Mr.  J.  F.  Bishop,  Bay  St.  Oeorge,  Newfoundland.  He  has  no  rating  in  the  Commercial 
Agencies.  Write  to  the  Manager  of  The  Canadian  Bank  of  Commeroe,  of  that  place,  solicit- 
ing such  facts  as  should  he  known. 


Favorable  and  Unfavorable  Replies  to  Letter  of  Inquiry  re  Standing,  Etc. 

(Model  Letter  No.  1.) 

24G  John  St.  S., 

Hamilton,  Nov.  9,  1906. 
The  W.  R.  Brock  Co.,  Limited, 
86  Front  St.  West, 
Toronto,  Ont. 

Ocntlemeii: 

In  reply  to  your  letter  of  the  7th  inst.,  I  may  say  that  it  gives  me  pleasure  to 
testify  to  the  reliability  and  trustworthiness  of  Mr.  Elias  B.  Walker. 

I  know  him  to  be  conservative  in  his  expenditures,  and  do  not  believe  he 
would  incur  any  indebtedness  for  which  he  would  not  be  fully  responsible,  and 
which  he  could  not  promptly  pay. 

Respectfully, 

J.  R.  Dunlop. 

Note. — The  above  letter  is  a  favorable  reply  to  letter  of  inquiry. 


(Model   No.  2.) 


216  John  St.  S., 

Hamilton,  Nov.  9,  1906. 
The  W.  R.  Brock  Co.,  Limited, 
86  Front  St.  West, 
Toronto,  Ont. 

Gentlemen: 

Your  letter  of  the  7th  inst.  /<  received.    I  regret  that  I  cannot  give  you  nny 
satisfactory  information  concerning  the  person  about  whom  you  inqu're. 

Tours  very  respectfully, 

J.  R.  Dunlop. 

NoTB. — The  above  letter  is  an  unfavorable  reply  to  letter  of  inquiry. 
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Note  a  few  points  concerniug  such  a  letter: 

1.  Such  a  letter  is  always  given  in  confidence,  hence  should  be  reviewi'd 
solely  by  the  person  who  is  making  the  inquiry. 

2.  This  letter  should  contain  carefully  weighed  statements  of  fact.  Do  not 
conjecture.    You  may  he  called  upon  to  verify  your  statements. 

•t.  If  you  hav<-  to  report  unfavorably.  Ilie  less  said  the  better.  Stick  to  bnre 
facts,  always. 

4.  Remember,  exaggeration  is  entin-ly  out  of  place  in  this  letter.  Do  not 
stretch  the  truth.  If  a  man  is  a  dead-lwat  and  will  not  meet  his  obligations,  do 
not  say  he  is  as  honest  as  the  average  man.  Much  injury  may  Ih-  done  by  failing 
to  reveal  the  true  conditions. 

Exercises. 

Sketch  the  following  letters  in  your  exercise  book  watching  form,  punctua- 
tion, matter,  etc.,  get  a  teacher  to  check,  then  copy  neatly  with  pen  and  ink  into 
y(mr  Correspondence  Blank,  giving  a  full  page  to  each  letter: 

1.  Write  favorable  replieo  t<.  exercises  one  ami  two  under  letters  of  inquiry  concern- 
ing standing,  etc. 

±     Write  an  iint'u>oi'iil>le  rrpiy  to  exercise  three  nniler  letter*  ol  inquiry. 


LESSON  27. 

Answer  to  Letter  Obderino  Goods. 

The  final  object  of  all  busiiess  methods  is  to  secure  orders.  Time  and  money 
are  spent  in  arranging  stocks,  drafting  advertisements,  souring  the  best  sales- 
men— all  for  the  purpose  of  increasing  business,  .r  in  other  words,  to  get  orders. 
Orders  are  the  life  of  all  trade,  hence  whenever  they  are  received,  show  that  you 
ai>preciate  them  by  dictating  or  writing  a  letter  to  the  customer.  The  good  will 
established  by  such  a  letter  more  than  comi)ensatcs  for  the  time  and  expen.se  taken 
in  writing  it.    Note  the  following  points: 

1.  .Acknowledge  all  orders  promptly.  It  is  always  pleasing  to  a  cust(m»er 
to  be  as.sured  of  the  receipt  of  his  order  and  of  the  attention  it  is  receiving  at 
your  hands. 

2.  The  acknowledgment  usually  completes  the  contract.  Many  <'otitracts  are 
informally  made  by  correspondence. 

'{.  Answer  with  care.  It  is  very  important  to  handle  carefully  every  incpiiry 
for  such  a  letter  generally  leads  to  business.  Moreover,  it  is  more  important  to 
handle  your  orders  carefully  as  this  is  the  best  way  to  secure  more  business  and 
is  business-like  itself. 

4.  The  iM'st  answer  to  an  order  is  to  fill  it  exactly  the  same  day  it  is  received 
and  forward  invoice  of  the  same. 

5.  When  short  delays  are  necessary,  a  short,  pleasing  letter  should  be  wnt 
as  soon  as  the  order  is  received,  stating  that  it  has  been  received  and  will  receive 
your  carefid  attenticm.  ''Just  as  soon  as  the  gomls  have  been  properly  packed  and 
•shipped,  a  letter  inclosing  invoice  should  be  forwarded  at  once. ( 


62 
(Model  No.  1.) 

86  Wellington  St.  W. , 

Toronto,  Ont . ,  Jan.  10,  1908. 
Mr.  Elias  B.  Walker, 
242  King  St .  E . , 

Hamilton,  Ont. 
Dear  Sir: 

We  acknowledge  with  thanks  the  receipt  of 
your  order  given  to  our  Mr.  Blank,  and  also  repeat 
memo,  received  by  letter. 

Your  complete  shipment  has  been  forwarded 
according  to  your  instructions.   You  will  find 
G.T.R.  shipping  bill  enclosed  herewith.   We  have 
exercised  the  greatest  care  in  the  selection  of 
these  goods,  and  we  trust  that  you  will  be  pleased 
with  them  in  every  respect. 

Thanking  you  for  your  opening  order,  which  is 
much  appreciated,  and  hoping  to  be  favored  with 
your  continued  patronage,  we  remain. 

Yours  very  truly. 

The  W.  R.  Brock  Co.,  Limited, 


per  J.  Tait,  Sec, 


Enc 
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6.  Goods  should  be  sent  as  directed.  If  goods  are  requested  to  be  sent  by 
the  Canadian  Express  Co.,  they  should  not  be  sent  by  freight.  Sometimes  the 
purchaser  does  not  mention  any  particular  way  for  shipment,  then,  of  course,  it  is 
left  to  the  discretion  of  the  seller. 

7.  How  do  you  class  goods  for  shipping  T 

1.  By  Express,  forward  all  goods  of  great  value  such  as  cases  of  jew- 
elry, etc.,  goods  of  moderate  weight,  goods  that  ro-iuire  i-ar.-ful  handling  on 
account  of  being  easily  broken,  and  goods  that  are  \\anted  quickly. 

2.  By  Freight,  forward  all  goods  of  great  weight,  large  bulk,  and  com- 
paratively small  value. 

3.  By  Mail,  forward  goods  which  are  very  light  in  weight,  not  over 
four  pounds,  small  in  bulk  and  of  comparatively  small  value. 


(Model  No.  2.) 


W.  J.  Ferguson,  Esq., 
Stratford,  Out. 


S6  Front  St.  W., 

Toronto,  Apr.  3i,  1907. 


Dear  Sir: 

We  are  in  receipt  of  your  order  for  twenty-five  pieces  of  Preston  Cloth, 
shades  and  quality  indicated  as  per  sample  enclosed. 

There  has  been  such  a  heavy  demand  for  these  goods  that  we  can  scarcely 
keep  the  stock  complete,  and  find,  on  attempting  to  fiU  your  order,  that  we  have 
» an  out  of  two  of  the  shades  required.  We  have  shipped  you  the  goods  by  G.  T. 
R.,  and  shall  be  able  to  send  the  remainder  of  the  order  in  eight  or  ten  days,  as 
we  are  awaiting  the  receipt  of  an  invoice  of  these  goods  from  our  agent  in  London, 
England. 

Trusting  that  you  will  not  be  seriously  inconvenienced  by  the  delay,  we 
remain. 

Yours  very  truly, 

Gordon,  MacKay  t£-  Co.,  Ltd., 

per  A.  Burns,  Sec. 

EXERCIPCS. 

Sketch  the  following  letters  in  your  exercise  book,  giving  careful  attention 
to  correct  form,  punctuation,  neatness  and  business-like  matter.  Get  a  teacher 
to  check,  then  copy  neatly  in  your  Correspondence  Blank. 

1,  AcknmvI«!go  tI,o  vnrioHs  or.!-,,  npresentci  under  "h.iwi,  OrJering  Good,"  Be 
careful  to  Lead  jour  letters  from  the  proper  places  and  address  the  firm  names  given.  Use 
some  originality  so  that  your  letters  may  indicate  tact  and  adaptability.  Imagine  you  are 
writing  the  letters  from  your  own  office;  hence  be  conversational  iu  tone. 
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LESSON  28. 


liETTEBS  Containing  Incuwirej!. 

X«)tf  the  followin<r  poilitK: 

1.  State  in  your  letter  what  tlie  inclosure  is:  e.ir..  Bank  Draft.  Post  Office 
Order,  Express  Money  Order.  f'hef|ne.  Note.  etc. 

'J  In  a  teinittanee.  always  stati'  the  amount  of  reinittani.'e.  It  is  gocnl  taste 
to-day  to  write  the  amount  in  w»rds  first,  eapitali/.i'tg  the  main  words,  then  follow 
by  an  e.xpression  in  numerals,  in  parenthesis;  e.jr..  Sixty-two  ,",*, Dollars  ($62.84). 

3.  State  the  purpose  of  the  inelosnre.  or  in  other  words,  what  it  is  for;  e.p. 
On  account;  in  full  of  acco\iiit  to  <late;  in  full  pa^'nu-nt  for  hill  of  j{(mk1s  purchased 
loth  inst. ;  part  payment  of  invoice  purchased  :{<»th  nit.,  etc. 


(Model  No.   1.) 

■Ji:>  Kimj  St.  E.. 

Hamilton.  Xnv.  ir,.  IHOl>. 
The  \Y.  R.  Brock  Co.,  Liiiiited, 
8t>  Welliuytoii  St.  W., 
Toronto,  Out. 

Gentlemen: 

Enclosed  find  Bank  Draft,  Xo.  V.'/.j,  for  Four  Hutnlrvd  Dollars  ($100),  imij- 
able  to  your  order,  to  apphj  on  invoice  pxrchasrd  the  lOlh  itist. 

Kindly  acknowledge. 

Yours  very  truly, 

Elias  B.  Walkrr. 
Enclosure. — /. 
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(Model  No.  2.) 


Kincardine,  April  22,  1908 
Messrs.  John  Macdonald  &  Co., 
21-27  Wellington  St.  E., 
Toronto,  Ont . 
Gentlemen: 

Enclosed  find  Bank  Draft  for  One  Hundred  and 
Thirty-one  and  ,V„  Dollars  ($131.92),  in  full  for 
your  invoice  15th  inst . ,  less  three  per  cent, 
discount. 

Amount  of  invoice  $136.00 

Discount  Z%  4.08 

Face  of  Draft  $131.92 

Please  acknowledge  receipt,  ajid  oblige. 

Yours  truly, 

Martin  &  Weston, 
Enclosure--!.  Pgj.  ^ 
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(Model  No.  3.) 


The  Globe, 

Toronto,  Ont. 


Carlingford,  Perth  Co.,  Out., 

May  1, 1906. 


Gentlemen: 

Enclosed  find  Postal  Note  for  Onr  Dollar  ($1.00),  in  payment  for  one  year's 
subscription  to  The  Weekly  Globe.  Commence  with  this  tveek's  number  and  send 
to  above  address. 


Kindly  acknowledge  receipt  of  same. 


Enclosure. — /. 


Yours  truly, 


Nathan  Robin. 


]Methods  for  Making  Remittances. 

There  are  several  ways  for  making  remittances.  Some  years  ago,  when  a 
person  had  a  certain  amount  to  apply  on  account,  the  only  tangible  method  to  him 
was  to  count  over  the  necessary  amount  of  bank  notes  and  silver  and  enclose  the 
same  in  a  registered  letter.  Let  us  consider  some  of  the  common  methods  of 
remitting  as  practised  in  the  business  world  to-day. 

Remittances  are  made  by 

1.  Bank  Dkafts. 

2.  Cheques. 

3.  Post  Okfick  Monky  Orders. 

4.  Express  Money  Orders. 

5.  Postal  Notes. 

6.  Registered  Letter. 

As  an  office  clerk,  correspondent  or  stenographer,  you  should  understand  tho 
general  principles  pertaining  to  the  six  methods  indicated,  and  when  asked  to 
carry  any  one  of  them  into  practice,  you  should  be  able  to  do  your  work  correctly. 

1.  Bank  Drafts. — If  you  have  a  remittance  to  make  of  $5  or  over,  this  is  a 
very  safe  and  convenient  method.  Bank  drafts  may  be  purchased  from  your  local 
bank;  in  any  case,  you  must  buy  them  from  a  bank.  Bank  drafts  constitute  a 
large  proportion  of  the  business  transacted  through  this  medium  of  exchange. 
Nearly  all  banks  keep  money  deposited  with  one  or  more  of  the  banks  located  at 
some  one  of  the  commercial  centres  of  the  country ;  as,  Ottawa,  London,  Toronto, 
jrontreal,  Ilamillou,  New  York.  Boston,  Si.  Louis,  Chicago,  etc.  Tlio  bank  from 
whom  you  purchase  your  draft  issues  an  order  upon  another  bank  in  the  section 
of  country  to  which  your  remittance  is  made  and  sells  this  draft  to  you,  charging 
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a  small  fee  for  exchange.  It  is  best  to  give  the  necessary  information  to  the  teller 
of  the  bank  to  which  you  apply  for  a  Bank  Draft,  by  filling  out  a  "Bank  Draft 
Kequisition  Form"  (see  Form).  From  the  facts  set  forth  in  this  form,  the  teller 
will  make  out  the  Bank  Draft  for  you  after  you  have  handed  to  him  the  re.niired 
amount  of  cash  or  a  cheque  to  cover  total  cost.  Have  the  draft  made  out  to  the 
order  of  your  creditor;  or,  if  made  to  your  own  order,  be  sure  to  indorse  it  to  the 
order  of  your  creditor;  as,  "Pay  to  the  or^er  of  A.  Koss  &  Co.,  per  Student." 
(See  Form  of  Bank  Draft.) 

Bank  Draft  Requisition  Form. 

THE  CANADIAN  BANK  OF  COMMERCE 


/,/t 


^,,  if  ^€fa. 


i?  a 


'  ■'■M<^-^--i^^'^  - 


'^ac^. 


Cjjrr./nt^at    0  /  ,    O  0 


^,K>  /.  ^a 


Form  op  Bank  Draft. 


t/-co.-' 


'Che  Canadian  Bank  of  Commerce 

J^a^m-f^     STREET  BRANCH.  _  No.    .:0  -Z-^. 

Hamilton,    y^jL-o—c^-^/sr'^  /  ^t?  C> . 


Parto       '£XJ^/^,^U:......,C^^./Z^  or  Order 

^^^ff---^^^^  (::>^{fL..,^^^^^^^^  . , , '      Dollars, 

and  charge  to  this  Bank, 

To  Canadian  Bank  of  Commerce,  |  _^^^       ,^ 

Toronto,  Ont.  |  f=»^'^-*s^%^ 


Manas«r. 
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2.  Cheques. — Nearly  all  biuineiM  fimw  run  a  current  bank  account  with  one 
of  the  nnmeroua  banka  that  are  chartered  to  do  businen  to-day.  Hence,  they 
settle  usually  by  cheque.  It  is  beat  to  make  the  cheque  payable  "to  order,"  as  it 
will  then  be  neceaaary  for  the  payee  to  indorse  it  before  he  can  collect  the  Hamc. 
The  cheque,  after  indorsed  and  paid,  becomes  a  receipt  to  the  drawer  of  the 
cheque.  If  a  cheque  is  sent  to  an  out-of-town  correspondent  or  firm,  and  deposited 
by  that  firm,  a  small  charge  for  i.-oUection  is  usually  made.  Get  your  cheque 
"marked"  at  the  bank,  before  sending  it  to  an  outside  point.  This  is  done  by  the 
ledger-keeper  writing  "Accepted"  or  "Good"  and  his  initials,  across  the  face  of 
the  cheque.    At  this  time  it  is  charged  to  the  drawer's  nocount  at  the  bank. 


Form  of  Cheque. 


.^■^ 


>2^^V^. 


-=,-<:i*«-* 


Note, — The  simplest   kinil  ol  indorseiiiont    to   In-   written  iici'oa«  the  haol;,  before  the  above 
cheque  woulil  be  cuiilieil.  would  Im'  the  name  only.  ".John  Brown." 

.3.  Post  Office  Money  Orders. — Money  Orders  npc  issued  by  the  post  office 
department  on  all  the  prineipal  post  offices  iti  Canada  and  United  States,  as  well 
as  in  the  United  Kingdom,  British  possessions  abroad,  and  all  distant  countries 
upon  which  money  orders  may  be  drawn.  There  are  two  gencal  schedules  of 
fees  or  commissions ;  e.g., 

(a)  On  orders  payable  in  Canada  and  the  United  States,  the  limit  of  which 
is  $100,  the  post  office  charges  the  following  rates  of  commission  : 

$5  and  under 3  cents. 

Over  ^'>  and  up  to  i|;l() f>     " 

"     10  "         :{0 10    " 

"     30  "         50 ir>    " 

"     50  "         75 25     " 

"     75  "       1(K) 30     " 

(6)  On  orders  payable  in  the  United  Kingdom.  British  ])o8,ses8ions  abroad, 
and  all  distant  countries  upon  which  money  orders  may  be  obtained,  the  limit  of 
•which  is  $100,  the  post  office  charges  the  following  rates  of  commission : — 


Oh  ordera  up  to  !|i5 5  e«>iitM. 

Ovor  lit  5  and  up  to  $10 10  *' 

"       10  and  up  tu  $20 20  *' 

"       20  "         30 30  " 

"       .50  "         40 40  " 

"       40  "         50 50  " 

etc.,  etc. 

NoTt:.— The  iibove  are  the  current   riit..«  iit  prewiil   writin«   dh-t..  Ht07  1 ,  l.iit  lUe  •iihj.-ct  to 
ehant(e  l)j-  the  Doiiiinioii  |iurliunient. 

4.  Express  Money  Order*.— The  prinvipal  fxprcss  coiupanies  now  issue 
iiioiu'v  orderH  payable  in  Canada,  I'nited  StatcM  and  Europe,  at  coniniiHsions 
similar  to  thojw  charged  for  post  office  money  orders.  The  order  may  Iw  made 
payable  "to  order"  or  "to  bearer"  of  the  payee.  Tiie  agent  of  the  eompany 
wri'es  the  order  according  to  the  instructions  given  to  him  by  the  applicant. 
Always  read  the  order  iH'fore  remitting  it. 

5.  Postal  iVo<cs.— Postal  notes  are  issued  by  the  post  office  department  in 
(.'aiiada  for  eighteen  fixed  amounts  (at  present  writing!  and  are  issued  by  the 
various  post  offices  at  the  following  rates: 

I'O,  25,  30,  and  40e.  Postal  Notes at  Ic.  each 

50.  60,  70,  75,  80.  !»()c..  !i*1.00.  .>|il..-)().  ^-^.m  and  !f!2..'>0  Postal  Notes   .     at  '^c    each 

.$3.00.  $4.00  and  $5.00  Postal  Notes at  3c   each 

$10.00  Postal  Notes ,it  5c!  each 

l'(.stal  Notes  can  be  u.sed  for  making  remittances  to  any  place  in  Canada  or 
United  States,  but  not  to  Europe  and  foreign  countries,  if  you  want  to  remit 
.")0c.,  75c.,  or  $1  to  a  newspaper  nr  magazine,  use  a  Postal  Note  instead  of  enclos- 
ing silver  money  or  a  dollar  bill.  When  you  purchase  your  Postal  Note,  see  that 
the  Postmaster  stamps  and  signs  it.  You  will  now  fill  in  thi'  iiniiie  of  the  payee 
and  the  place. 

Form  op  Canadian-  Postai,  Notk. 

NOT   NEGOTIABLE 


CANADIAN  POSTAL  NOTE 


A304909 


TWENTY  CENTS 


To    the  POSTMASTER   al- 
PAY  to 


20c. 


-the 


t>NC  CENT      '^ENTY    GENTS   on  account  of  the  Postmaster  General  of  Canada 


of 


POSTMASTEK 


r«MO  OFFia 


ICANCEinERC 


I.  roi'chaser  uiu»l  fill  in  the  iiaiii!!  of  thf 

person  towhom  ihemoney  is  to  be  paici 
•J.  Hiirrhiuer  should  seelhat  the  Note  is 

Htanipcd  and  nigned  by  the  PoHtmaMer.i 
3.  If  Note  ia  cut,  defaced  or  mutilated.: 

payment  wUl  be  refused.  | 

t.  AVhcn  Note  is  once  paid  Ilm  ronlmaM-i 

ter-Gencral  will  not  be  liable  for  any' 

further  claim. 
5.    Note  may  be  croosed  for  payment; 

through  a  Bank.  { 


8.  After  the  expiration  of  three  months 
from  tlic  last  day  of  the  month  of  Insue 
a  commi-»ioH  equal  to  the  oriKlnal 
amount  paid  when  the  Note  was  pur- 
chased, will  be  chjirKed  and  a  similar 
charge  will  be  made  for  each  succeod- 
inf;  three  months.  After  one  year  the 
N'olAt  c«ii  only  be  paid  on  receipt  of 
special  authority. 
UeceiTod  the  above-named  sum. 

Signature 


ISSUMG  OFFICE 


STAMP  HERE 


KWTAl.  N01 

A30490! 

20c 


niRCHASE 
KEEP  Til! 


L'ENVOVEU 
CARDE  CE( 

ISSUING  OFFI 


STAMP  HEI 
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6.  Regiitered  Letter.— The  fee  for  regiaterinff  b  Mtor  ia  five  cenU  in  addi- 
tion to  the  regular  postage.  The  ordinary  poatage  and  fee  for  regiatering  muni 
be  fully  prepaid.  A  registered  letter  alwaya  receives  more  care  and  attention  in 
the  mails  and  is  usually  kept  in  a  separate  parcel  and  not  mixed  with  the  general 
letters.  If  it  goes  astray,  you  have  a  better  opportunity  to  trace  it  up  and  likely 
locate  it. 

Inturance  of  Registered  Letters.— In  1904.  provinion  wiw  made  by  the  post 
office  department  for  insuring  registered  letters.  All  letters  of  this  class  posted 
at  and  addressed  to  any  P.  O.  within  Canada  may  be  inNured  against  loss  for 
amounts  not  exceeding  $25.  The  insurance  fee  as  well  as  ordinary  postage  and 
registration  fee  must  be  prepaid  in  postage  stamps  on  all  insured,  registered 
letters. 

Limit  of  Compensation.  lusiiraiKc  Fve. 

$10 Me. 

15 4 

20 5 

25 6 


Lettehs  P^Ncu)8iNa  Invoke. 

There  are  different  customs  in  vogue  to-day,  in  reference  to  enclosing  in- 
voices. It  is  not  customary  for  a  letter  to  accompany  an  invoice,  unless  some 
change  has  been  made  in  the  original  order.  For  instanr  •,  if  a  firm  orders  5  pes. 
niack  Silk  at  $1.25  a  yard  among  a  list  of  items  and  the  wholesaler  fills  the  order 
according  to  instructions  except  the  Black  Silk  which  he  invoices  at  $1.35  on 
account  of  the  better  grade  of  silk,  then  explanation  conciTniti-;  the  chantre  should 
be  made  in  his  letter.  Some  business  men  mail  simply  the  invoice  and  hill  of 
lading  (or  shipping  bill)  without  any  letter.  Others  enclose  the  invoice  and 
shipping  bill  and  accompany  the  same  with  a  .short,  courteous  letter.  Of  course, 
where  goods  are  shipped  by  mail,  or  express,  from  a  wholesale  house,  the  invoice 
only,  as  a  rule,  is  enclosed  in  the  envelope,  the  invoice  specifyins  date  of  ship- 
ment. Some  firms  accompany  all  invoices  with  short  letters,  expressinji  the  hope 
that  the  goods  will  give  satisfaction  and  soliciting  future  orders. 


INVOICIS. 

An  invoice  is  a  detailed  statement  of  articles  sold.  It  should  contain  the 
date  of  sale,  the  names  of  the  buyer  and  seller,  terms,  marks,  names  of  goods, 
quantities,  price,  and  total  amount.  The  method  of  shipping  is  usually  expressed 
on  the  invoice.    If  the  goods  are  paid  for,  the  invoice  may  be  receipted  when  the 

words,  "Received  payment,  A. B. &  Co.,"  or  the  words  "Paid.  A. 

B- &  Co.."  A. B. &  Co.  representing  here  the  name  of  the  firm  which 

sold  the  goods. 
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Form  or  Intoicb. 


^ 


^f^ 


7f 


PouM  or  HiiippiNu  B»,u 


GRAND  TRUNK  RAILWAY  SYSTEM     .. 


iM  Hwwm  m  Ml  M  't  -luinnii  fir  ul  i i_ . 


W  HMM  V*  Mt  tlMInc  M  MM  tttitmitt,  an* 
>plM*  M(  af  tMMa  «HN  M  MM*M  la  CMlwaa 


Date 


190 


THE  GRAND  TRUNK  RAILWAY  COMPANY  OF  CANADA  wtu  pu«.  .c...  .h,  un..r.. 
tioMd  Property,  In  appvant  (ood  ordw,  addraated  in ..^_ 


are.grSrttSbytttaTlp^jrBK«b?6frtTS^  "'  *"'»''*  "•*  tariif.  ail  of  «hjc: 

«|.Ue  b.,U  «Jon  wtirita'ta^y  tarSi?TSfSrff^5^S.'2^':  . CAW  wo.   a,.y   .wit.al. 

•paclal  oontract  im  r*  pact  thartof  »««vw«y.  mm  ■■  • 

I  af  nat  Maa  M 


tttun^Mi  to  uliMt  so  manMlal  Mcttrwt  .>l»n  nmtwnad  in  pn.ii 

95 


.GONiicavi. 
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LrrTER  ENci^*iNi>  iNvoirE  and  Hiiii-i'Inu  B11.1,. 


at)  WtllitiijIunSt.  w., 

Ti  ii'ulo,  Out.,  Sol'. 


10.  l!Kk-<. 


Mr.  W.  J.  HrnUertoH, 
London,  Ont. 

Drar  Sir: 

EndoHitl  find  inv0ice  of  goods  ordered  bii  you  on  Ihe  tith  iiml.,  and  shii>iiid 
ijou  tkii  morning  by  0.  T.  R.  freight,  also  shiitpiny  hill  for  same.  We  have  gtven 
yoii  our  usual  credit  of  30  days,  with  a  privilege  of  a  dutiouul  of  ;"■;  ;/  pnid 
Within  thirty  days  from  the  dale  of  invoice. 

floiniift  thai  our  mlrctiou  of  goodn  will  <iiv<  suih  .iulisfai  lion  that  you  irill 
regard  it  to  your  interest  to  continue  sindiiiq  us  your  orders,  in:  rnnain. 

Yours  very  truhi. 

(Jommerrial  Text  B^iok  Co., 
Knclosims.—2.  i,,,-  ,/.  Touir,  .SVc. 

STATEMf:NTS  Oi     ACCOUNT. 

A  Statempnt  (if  Account  in  ;i  torin  containinj?  the  flcliits  and  credits  of  11 
person'*  account  asshov^n  by  the  It'df-tr  mid  should  give  m  synopsin  of  the  tratlinjr 
between  two  firms  for  given  time.  Y<hi  n-iU  observ.  tl:ii:  the  invoice  contains 
all  the  separate  items,  f>urchascd  i>r  w,].!.  wh  le  t(  ,■  slatenunt  eontains  the  total 
amount  of  each  invoice.  Thus,  if  VV  J  (}"j'.'  i  t^o.  hnd  Ihe  account  of  Chas. 
Redmond,  Brampton,  Ont..  on  their  hooks.  ,iih  t!ir  dcnits  and  credits  as  given 
below,  they  would  ap|>ear  in  a  sfafenieiit  rendetvii  Mm  1.  1<)i>8.  as  shown  in  the 
illustration.  Dr.  Apr.  3,  Mdse.  $300;  Aj.r.  12.  Mdse.  n41.  Or.  Apr.  10.  Cash 
♦150;  Apr.  16.  Sight  Draff  $75;  .\pr.  22.  Note  .f.'OO. 

To  secure  n  prompt  n  iiittanee.  \  iiious  plirases  are  written  on  the  stiiteinent. 

M  "Kindly  remit."  "Please  remit."  "If  we  do  not  hear  from  you  by  the 

inst.,  we  shnll  take  the  liberty  of  drawing  on  you  at  sight  for  the  alK>v('  halar ' 

Statements  may  he  sent  out  aeeotnpnnied  or  unaecomptmifd  by  a  letter.  It  isi 
customary  with  business  men  to  send  out  statements  to  eneb  of  their  debtors,  t 
stated  |)eriods.  monthly,  quarterly,  semi-annually  or  yciirlv:  they  are  geiit;!'  . 
sent  out  monthly. 

FuUM  OF  -V  I'KOilJSteOliV   NuTE. 


i    |/  ^---^^-^-<i-g_-^  ^->^/-e-  V.  /v^^^     after  date      *~r:^ 


promise  to  pay  to 
or  order 


at  the 


for  value  received 


No-    /  >r     Due  J^-/:2.  ^/,  /^// 


./ 


{/^j^-^i^  /{ t^t:- 


Dollars 


y 
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FOBK  0»  STATEmtNT  OF  ACCOUNT. 
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Lktter  AcfOMi'AMYiNa  Statement. 

Si  Spadina  Ave, 

Toronto,  Ont.,  May  1,  1908. 
Mr.  ('has.  Redmond, 

Brampton,  Ont. 
Dear  Sir: 

Enclosed  find  statement  of  account  shoirimj  a  t>nlanii'  of  One  Hundred  anrl 
Twenty-two  Dollar.^  (StJJ.no)  in  our  favor.  If  the  same  is  eorrecl.  itlrnse  remit; 
or,  if  you  prefer,  honor  our  draft  at  sight  on  the  10th  inxl. 

Yours  very  Irnhj. 

ir.  ,/.  Gaye  c(-  Co., 

pIV   ii. 

Enelosnrc.—I. 


orpicK  or 


(HAS.   A.   SWEKTLAND. 

aiTlTE  H07-30H 


IIow  TO  Foi.i)  AX  r  \l  Lost  Ki:. 

Lay  the  letter  on  the  desk  squan-ly  in  front  of  you.  The  iru'losiin-  is  then 
placed  on  the  top  Iialf  of  Lhe  h-ttcr-.shcft.  Jf  it  is  a  fhi'nue.  note  op  a  Itiisincss 
form  of  similar  size,  be  careful  not  to  creas-,'  it  horizontally;  wider  forms  will 
liave  to  i)e  ereased  horizontally  as  well  as  vt>rtieally.  Now  fold  your  letter  paper 
from  bottom  to  top  as  given  under  instruetions  for  foldinjr  a  It'ttcr-hcail.  then 
from  rifrht  to  left  and  left  to  right.  The  .■n.losure  is  foldrd  within  the  h'tt.-r 
sheet,  you  see.  It  is  a  good  plan  to  attach  the  inclnsure  to  your  h'tter  sheet  at 
the  top  left  corner,  with  a  paper  ,;ip.  This  is  busines.s-like  and  keeps  the  forms 
and  letter  together  until  the  mutter  is  dispos-'d  of  by  the  reeeiver. 


lU 


JSiZXRCUOS. 

Having  studied  thoroughly  the  pages  referring  to  Icttern  of  enclosure  and 
remittance,  let  us  put  our  knowledge  to  a  practical  test.  Outline  in  vour  exercise 
book,  letters  and  forms  required  for  the  following  exercises,  get  a  teacher  to  check 
them,  then  copy  neatly  in  your  Correspondence  Blank.  Do  vour  best  work  before 
asking  a  teacher  to  cheek.    Think  first,  then  work  out  those' thoughts. 

1.  Jume.  Taylor.  Listowel,  Ont.,  make,  a  reiuittam-..  of  a  marked  chwiue  for  $223  and 
«  30-day  note  for  $150  to  John  Maclonald  &  Co.,  21-27  Wdlingto,.  St.  Kant.  Toronto    Ont 
to  apply  on  account.    Write  the  letter  and  forms. 

2.  Write  a  letter  to  The  Success  Company.  WasliinRton  Square.  New  York  V  Y  that 
should  accompany  a  Postal  Note  for  One  Dollar,  for  one  year's  subscription  to  Success  maga- 
zine to  be  sent  to  your  address  and  to  begin  with  the  current  number. 

3.  Write  a  letter  to  Mr.  James  Carnell,  Albany,  N.Y.,  inclosing  a  draft  drawn  by  The 
Canadian  Bank  of  Commerce,  of  your  place,  upon  The  First  .Vati..nal  Bank.  \e«  York,  lor 
*148.7o  in  settlement  of  your  account.  Show  forms  of  Bank  Draft  Requisition,  Bank  Draft 
and  Cheque  on  Bank  of  Commerce  to  pay  for  draft  at  'A  :',  Kxchange,  as  well  as  the  letter. 

4.  Write  a  letter  to  J.  W.  Kneehtel  &  Co..  2244  St.  .lames  St..  .Montreal.  Que.,  inclos- 
ing a  marked  cheque  on  the  Bank  of  Montreal,  of  your  place,  for  *392.40.  the  amount  of  vour 
note  of  $360  and  interest  to  date  in  their  favour.    Show  cheque  a«  well  as  letter. 

5.  Write  a  letter  to  Stanley  Mills  4  Co.,  48  Kin^r  St.  East.  Hamilton.  Ont..  that  should 
accompany  a  promissory  note  of  «14.-..92.  drawn  four  months  after  date  from  to-dav  to  be 
remitted  to  them  in  full  settlement  of  bill  of  goods  re«-ived  to  day.  Write  from  North  Bay. 
Ont.,  sign  Chas.  Moore,  and  show  copy  of  note  as  well  as  letter. 


II 


lESSOH  29. 


LkTTKK     AcKNdWI.KIMJIXii     (;<K>|»S     RK(KI\Kr>. 


(MtKi.'i  \o.  ^.^ 


242  King  St.  E. , 

Hamilton,  Nov.  15,  1906. 
The  W.  R.  Brock  Co.,  Ltd., 

86  Wellington  St.  W. , 

Toronto,  Ont . 

Oentlemen: 

Your  shipment  of  goods,  amounting  to  Eight 
Hundred  and  Sixty-two  ,'.,"„  Dollars  ($862.60),  re- 
ceived in  good  condition. 

Enclosed  find  bank  draft.  No.  5243,  for  Four 
Hundred  Dollars  (1400.,",,",,),  to  apply  on  this 
invoice , 

Kindly  acknowledge. 

Yours  faithfully, 
Enclosure-1.  Elias  B.  Walker. 
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(Model  No.  2.) 


is* 

1 

Vi'iarton,  Out.,  JiH?:  :>0, 1907. 


Messrs.  John  Macdoiiald  d  Co., 
Wellington  and  Front  Sts.. 
Toronto,  Ont. 

Gentlemen: 

The  goods  we  ordered  from  ifoii  on  the  :.>2nd  tilt,  aril urd  to-day  by  freight, 
in  a  very  unsatisfactory  condition.  As  we  do  not  care  to  bear  the  entire  loss,  we 
would  like  to  know  the  cause  of  the  trouble  and  thus  arrange  an  njiiitablc  settle- 
ment. 

Two  of  the  cases  were  badly  smashed,  thus  exposing  Ihr  goods  to  the  wiathrr 
as  many  of  the  pieces  were  still  wet.  The  water  has  almost  completdy  spoikd 
the  10 pes.  Fifth  Avenue  Cambric  and  also  5  pes.  E.  Lining.  Fii'e  pieces  of  Crash 
are  unfit  for  sale. 


Kindly  advise  us  in  the  matter  as  ire  shall  awail  irith  iiiltnst  jiour  imincilialr 


reply. 


Yours  very  truly. 


Gordon  &  Wiiig<  r, 

,'  I'ir  G. 


Letters  Acknowledoino  Goods  Keceived,  and  Letters  w  Comi'laint. 

A  letter  ackiiowledf?iii<;  giKMls  receivtHl  from  a  wholesale  firm  by  the  ptir- 
chaser  may  or  may  not  be  separate  from  the  letter  of  erielosiire  which  usually 
follows  the  actual  receipt  of  the  goods.  If  the  jjoods  tally  with  tlic  order  and 
invoice,  and  you  intend  to  make  a  remittance  in  full  or  in  |)art  for  <roods  neeived. 
you  can  easily  say  that  the  <;oods  wen;  received  in  a  satisfatitory  condition,  and 
then  c.\i)ress  the  fact  that  you  are  makiiifr  nn  inelosnre  to  them.  However,  if 
when  compariri!?  the  actual  jioods  received  with  tlie  invoice,  you  find  a  shorta>,'e. 
write  at  once  explaining  th(>  same  to  the  wholi'sah;  firm,  asknis;  for  a  credit  note 
or  a  correction  to  be  made  in  soini-  way.  Sometimes,  you  are  disappointed  in 
quality,  or  you  receive  a  (piality  inferior  to  sample  supplied,  then  the  matter 
becomes  a  (juestion  of  complaint,  and  retpiires  earefid  ha.idliiig.  Always  set  forth 
the  facts  of  your  charge  or  complaint  against  the  wholesale  firm  in  a  courteous, 
busine.ss-like  way.  not  in  a  sharp,  aiiu'ry  mood,  and  y.m  are  more  likely  to  get 
your  gritnarice  redres.setl  promptly  ami  satisfactorily. 


Exercises. 

Sketch  the  following  letters  in  your  exercise  l)ook.  examine  them  eritieallv, 
correcting  all  errors  in  spellinL'.  wnws  .•irranu'cmcnt  of  matlcr.  i)iiiiclii;itio"ti. 
paragraphing,  etc.,  sret  a  teacher  to  check  iliein.  tlien  copy  in  vonr  f"nrre<!pondenee 
Blank. 
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1.  Calvin  Secord,  Goderieh,  Ont.,  has  receival  4  bbls.  Currant*  from  Eby,  Blain  * 
Co.,  Limited,  \Vhole»ule  (in.cers,  Toronto,  Ont.,  and  nn(U  tlie.v  are  very  mii.li  inferior  to  the 
samples  shown  by  .Mr.  Trim,  tlieir  travclU-r.  As  Mr.  Svcord  cannot  obtain  as  good  a  price 
for  them,  write  a  suitable  lettur  under  the  circumitani-es. 

2.  Ycju  arc  a  .•.tationer  in  Aniliirstburj;,  Ont.  Kiftern  Jayi  ajio  y.ni  ordered  10  sets  of 
JJickens",  .-)  M'ts  ul  (ieor«e  Eliot '«,  and  10  sets  of  Shakespeare's,  all  to  Ik.  in  half-morooeo 
bindiiij;.  fiMin  the  I'anadiar  i:,H)k-l'ubli«liin;;  Co.,  2S  Adelaide  St.  \V.,  Toronto,  Ont.  As 
\i>M  unpack  the  books  to-day,  you  Hnd  the  Eiiot  and  Shakespeare  seta  are  one-ijuarter  morocco 
binding  instead  of  one  ha!'  Write  a  letter  asking'  for  a  nduction  of  $«  a  set  on  the  one- 
quarter  moroLco  bindinj,'  sets.  If  this  is  not  grantel,  you  will  return  the  goiid*  at  their 
expense. 

a.  Write  a  letter  to  .1  \V.  Adams  .v  d...  .:'  «t.  Paul  St.,  .Montreal.  Que.,  Importers 
and  Whol.'salers  of  Woolen  (ioods.  statin;;  that  the  last  seven  cases  of  Scoteh  Tweed  received 
by  you  were  not  nearly  as  (jood  as  th<'  samples  sh<pwn  you  by  tlieir  traveller,  Mr.  Norman 
Foster.  Ask  them  to  explain  and  slate  what  they  are  willin;;  to  do  in  regard  to  the  matter. 
Write  from  Kingston,  Ont.,  anrl  si^m  Wm.  .Mont^'oniery. 


LESSON  30. 

Answer  to  Letteu  of  Comi'l.mnt. 

(Model  No.  1.) 


.VewrS.  Gordon  &  Winger, 
Wiarton,  Ont. 


Wellingfoii  and  Front  Sis., 
Toronto,  Jan. 


11,  1907. 


Gentlemen: 

We  tccre  very  sorry  to  learn  by  your  hitir  of  L'Oth  in.tf.,  that  the  goods 
shipped  to  you  a  short  time  ago  were  received  in  damaged  condition.  Clrariy  the 
railroad  company  is  responsible,  and  can  be  cnmprUrd  to  make  good  the  loss. 

The  first  step  to  take  is  to  get  the  local  freight  agent  at  your  place  to  write 
on  the  freight  receipt  a  statement  of  the  condition  in  which  the  goods  reached 
his  alation.  Examine  every  piece  in  the  easrs,  and  check  on  your  invoice  from  us 
each  item  that  was  damaged.  Let  us  know,  n/.s-*.  //  you  can  use  the  damaged 
goods  or  not. 

We  shall  be  icilling  to  render  any  assistance  \re  can  in  making  a  claim  on  the 
railroad  company. 

Yours  very  truly, 

John  Macdonald  d:  Co., 

per  .V. 

T..'!ti>rs  .if  complaint  slmuld  lie  liMiiilli'.l  v-ry  .•nr.'i'iilly.  Ofl.-,  ;i  person  m.'iy 
becomn  poriilcxod  and  irritnti'd  ov.'i-  soim-  of  th.'  l.-lt.Ts  nvr.jvnl.  iwp,M'i;il!y  when 
Ihpy  are  written  in  a  sttMm  tli.nt  n-tl-rU  upon  lli.'  intc-.'rily  and  lioiior  of  tlio  i)>isi- 
noss  firm's  ilralincrs.  T?v;it  all  <  ■xnplaints  in  an  op,n.  Iinsin.'ss-liko  matiiicr.  Do 
not  crin!.'!'  from  tlio  trntli,  but  lA-plain  the  mailer  honestly  an.!  eaiididly.  I{e- 
niomh^r  it  is  easier  to  lose  a  onstomer  than  ?ain  one. 

See  sample  letter. 
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Exercise. 

1.  Write  rpplira  to  the  three  lettem  under  the  heixl  »(  "Uttern  of  Complaint."  Fol- 
low the  order  cuggMted  in  previous  exercinei.  After  your  letter*  have  bMn  cb«ek«l  bj  • 
tMteber,  copy  neatly  in  your  Cnrrewpondence  Blank. 


LESSON  31. 

Acknuwij:doing   \  Ke.mittax<'e. 

(Model  .No.  1.) 


Mr.  Elias  B.  Walker, 
242  King  St.  East, 
Hamilton,  Ont. 


Uti  WeUiiiijton  Ht.  \\'., 

Toronto,  Nov.  IT,  1906. 


Dear  Sir: 

Your  favor  of  15th  inst.  is  to  hand,  containing  Bank  Draft,  No.  '>243,  for 
Four  Hundred  Dollars  d^WO.Ofl),  to  ap/di^i  oh  invoiir  of  goods  piinhased  the  10th 
in»t. 

Thanking  you  for  your  prompt  remittance,  and  hoping  to  receive  further 
orders  from  you,  tee  remain. 

Yours  truly, 

The  W.  R.  Brock  Co.,  Limited, 
per  J.  Tait,  Sec. 


(Model  No.  2.) 

Office  of 
E.  R.  Montgomery  &  Co.. 
248  Yonge  St., 

Toronto,  Ont 1!». 


Dear  Sir: 

Your  favor  oiidosiD^' for  ^ 

received,  for  whii'h  please  accept  niir  thanks. 

Yours  vcrv  ti  iilv. 


duly 
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The  Pollowino  Points  are  Suwiestive  in-  Keperexce  to  Ack.nowi.eooino 

Remittances: 

1.  The  acknowledgment  should  be  prompt. 

2.  State  the  amount  received. 

'       3.     Show  that  credit  has  been  given  for  it  upon  tiie  account  for  which  it  was 
intended. 

4.  Sometimes  a  formal  receipt  ]■*  made  out,  detached  from  the  receipt  iMM.k 
and  enclosed  in  the  letter,  in  which  case  the  letter  itself  need  not  repeat  all  details. 
Where  a  formal  receipt  is  not  used,  the  receipt  is  always  embodied  in  the  letter. 

5.  Make  the  acknowledgment  brief  and  pointed. 

6.  Sometimes  printed  forms  of  acknowledgment  are  us.-d  (See  sample). 
Then  you  simply  fill  in  the  blank  spaces. 

7.  Post  cards  with  a  receipt  printed  on  the  back  are  used  by  some  firms, 
particularly  those  who  conduct  the  instalment  plan  in  their  business.  The  blank 
spaces  are  filled  in  as  in  an  ordinary  printed  letter-form. 

8.  Always  aeknowledp-  a  remittance  however  snipll  and  thank  the  rciiiittr  r. 
Do  it  in  a  court-ous  maniicr.  so  as  to  retain  tli.'  irood-will  of  your  .•ustoiiiei-.  and 
probably  be  the  means  of  placing  a  new  order  with  yo\i. 

E.XEnrisKS. 

Sketch  the  followinir  letters  in  your  ixenise  iiooU.  after  studying  the  prin- 
ciples pertaining  to  letters  of  acknowl.-dgment.  carefully  examine  them,  get  a 
teacher  to  cheek,  then  copy  in  your  Correspondeme  Blank. 

I.  Write  suitiiliU-  letter*  (it  ai-kiuiwlciljjmi'iil  Un  oxi'iii-c-.  iiiiili-r  "l.ottcrs  of  Inolosture 
and  Reinittance."  Ri'aJ  ymir  HXiMoiti-  I'iiri'fiillv  tw>  nr  tlint-  tiiiii-i.  -.>  ai  to  In-  :ililo  tn  write 
an  apiiriipriatc  apkiiiiwlmlKiiiPiil  ti>  eacli. 


LESSON  32. 
A  Letter  Asking  .v  Favor. 

(Model   Letter.) 


.Wr.  Chas.  Murray, 
London,  Ont. 


Barric,  Out..  Aug.  :J0,  1907. 


Dear  Sir: 

I  beg  to  advise  tjou,  that  oiciufi  t,,  ituaroitlahl'  <  Irciimsldiircx.  it  irill  lie  i>n- 
posnible  for  me  to  pay  my  acceptaiirr  of  Chu  Hundred  and  Ten  ;-,i\,  Dollars 
($110.50)  in  your  favor,  which  fall.^  <hir  ,if  thi  Rank  of  Montreal,  here,  on  the 
10th  prox.  I  sh<Ul  be  able  to  paii  Fifty  DoUara  fS'0.00)  and  request  that  you 
allow  me  to  draw  on  ymi  nt  sight  fur  the  halancr. 

Your  prompt  attention  will  greatly  <Muv  . 

YoHr.<  triilii. 

John  .1/.  Davi$. 
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Letters  aaking  special  favors  are  written  by  buaincas  men  occaitionally,  aiti<- 
ing  for  an  extension  of  time  on  an  account  almost  due,  for  the  privil<'i;<>  <»f 
addressing  a  draft  to  them  for  accomnuxlation  purtM).s»'«.  for  ii  part  renewal  note 
which  is  almost  due,  for  remittance  on  an  account  not  yet  duo,  for  the  privilege 
of  drawing  on  a  prompt-puying  customer  for  n  part  or  the  whole  ..f  his  necount 
before  the  due  date  arri\es,  or  for  any  other  valid  reason  where  the  Krnntiiii,'  of 
a  favor  would  help  the  person  asking,  over  straightened  circumstances. 

The  Foixovvino  Points  are  Suooestive: 

1.  In  making  a  re(iuest  for  a  special  favor,  stiife  such  ie<|u<st  neap  tlir 
beginning  of  your  letter. 

2.  Follow  statement  of  rccpiest  by  suitable  uiplatiati(m. 

n.  Do  not  waste  t<Ki  much  space  in  louj?.  drawn-out  e.\|)Ianations.  Hettcr 
be  brief  and  concise. 

4.  Make  the  addressee  feel  that  .von  will  fiill.v  appro*  iato  the  coinpliaiicc  of 
your  request,  but  do  ml  descend  to  a  bcgginjj  level. 

">.  Study  the  case  in  hand,  and  adapt  the  wordiiiij  of  your  letter  to  that  par 
ticular  ease.  Success  here  will  he  dett  riiiined  l.irjrely  hy  the  si)irit  of  your  htter. 
No  two  men  can  he  approached  in  exactly  the  same  wa.v. 


EXERCISKS. 

Follow  instructions  as  nnder  previous  exercisi's,  please. 

1.  Write  a  letter  from  4!M1  .Markliaiii  St..  Tcroiito.  Ont..  t..  Mt.  Gen.  Ccoderham,  lOi 
St.  GooTRe  ><t.,  Toronto,  Out.,  »ayiiij;  you  li:m'  just  coiiiplet,.,!  tli,.  iiio,|,.|  of  >i  tjiM-writer 
which  you  are  sure  it  vastly  su|M.rior  to  aiiv  of  llie  wrilin-  Mi;i,liii,..s  iio«  on  ilii-  market. 
and  tlmt  you  wouM  like  to  Ix'^rin  tin-  manuf.icnnv  of  this,,  ni  oliim-i  at  once,  but  that  you 
have  not  sullloient  cipitnl  with  wliicli  to  hecin  tli.'  entorpri-".'.  .\-k  liini  whetlicr  lie  will  loan 
you  $.'50,000  at  «%.  sayinj;  that  you  can  secure  liiiu  willi  eiTtain  liouies  and  lots  which  you 
own  in  this  city.  Say,  n]m.  if  he  «ill  Rrant  you  an  interview,  yim  «ill  make  full  explana- 
tions in  rev'aril  to  the  matter.     Si;;n,  .(anin  Kox. 

2.  Your  note  favor  Cl.irke  llros..  .Sia^jaia  KalU.  lint.,  for  $li\r,.  fall»  ,lue  in  10  Jay 
You  will  lie  unable  to  meet  it  at  maturity.  Write  a  l.'ttei  aiklti';  for  an  e\ten-i(m  if  two 
months,  giving;  reasons  for  your  i^Mhility  to  nu-tt  it  State  that,  if  your  re.|ue-t  is  t'>.i;ite,l. 
you  will  send  them  a  new  note  for  two  months  for  amount  of  oM  note  and  interest,  at  .'i  ', 
to  be  included  in  neviTnote.     Write  from  .Merrilton.  (Int.,  and  si^-n  Wm.  Wiwdrutf. 

.1.  Write  a  letter  to  ^rr.  A.  .M.  Dunh.p.  i'erth.  Ont..  askin;;  for  a  r^mitlanee  of  J-.'.V)  on 
an  account  of  .f:iO().40.  which  he  is  nwin;;  you  liiit  which  will  not  lie  due  for  :»)  davs.  Stjite 
that  your  employes  were  on  strike  for  liv  w.^eks.  henee  the  reason.  .\s  Mr.  Dunloi.  is  one 
.if  your  bi'st  customers,  he  careful  not  to  oifen.l  him  throu','li  this  letter.  Writ.'  frfnii  lOlS 
St.   Catherine  St..   Moiitn-iil.   Que.,  anl   si^rn   .T.   II.   IJonm  r. 


J 
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LE8S0H  33. 

FaV(|RAIII,E  and  rNKAVnRAlll.K  iii:Pl.lt>(  TO  Lk  PTKiW  .\sK|\(l  F.WiiRm 


(Model  No.  1.1 


86  Wellington  St.  W. , 

Toronto,  Ont . ,  July  18,  1908. 
Mr.  Ellas  B.  Walker, 

242  King  St.  E. , 

Hamilton,  Ont . 
Dear  Sir: 

We  have  carefully  noted  your  letter  of  the 
15th  inst . ,  and  we  regret  to  learn  that  you  are 
not  able  to  make  payment  of  your  account  on  the 
date  previously  arranged.  Under  the  circum- 
stances we  shall  be  willing  to  grant  you  an  ex- 
tension of  three  months.  We  hope  that  in  this 
time  business  conditions  will  improve,  and  that 
you  will  then  be  able  to  make  payment  promptly. 

Kindly  note  that  this  is  not  to  be  taken  as 
establishing  a  precedent,  but  merely  a.^  a  matter 
of  courtesy. 

Thanking  you  for  past  business,  which  is 
much  appreciated,  and  hoping  to  be  favored  with 
your  continued  patronage,  we  remain. 

Yours  very  truly. 

The  W.  R.  Brock  Co.,  Limited, 
per  Jas.  Tait,  Sec. 
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i.\r'Mi..i  \,,.  _., 


654  Main  St . . 

London,  Ont . ,  August  25,  1908 
Mr.  John  M.  Davis, 

Barrie ,  Ont . 
Dear  Sir: 

Your  letter  of  the  20th  mat  in  regard  to 
drawing  a  draft  on  us  in  favor  of  your  bank  for 
$60.50,  in  order  to  retire  your  acceptance,  has 
been  received. 

We  regret  that,  owing  to  heavy  obligations 
which  we  are  required  to  meet  during  the  present 
month,  we  shall  be  unable  to  grant  you  this 
request. 

We  shall,  therefore,  look  for  your  prompt 
payment  of  your  acceptance  on  date  of  maturity, 
and  hope  that  it  will  not  be  necessary  for  us  to 
protest  this  paper. 

Yours  truly, 

Wm.  Marshall  Se   Co. 
per  W.  :/. 


8S 

After  coiii«iU.Tinf  jour  particular  caM>  c»r»«fHll.v.  ili.talc  u  prompt  roply.  In 
all  lettwi  where  favon  are  conferred.  Im  eareful  to  avoid  any  exprcnaion  that  inu\ 
tend  to  wound  the  feelinfpi.  The  lantrnaire  of  wueh  letter-*  nhould  be  aimfile  anil 
Hhnw  no  disposition  toward  diaplay. 

I^ttent  deelininir  a  favor  retjuin;  great  tact  that  they  may  It^iMen.  aa  much 
aa  jKHwIble,  the  disappuintnunt  of  the  perwm  aMkinir  them.  Always  state  the 
reaaon  for  refnsirnf,  if  poaaible  to  do  so.  and  exprew  aineore  regret  that  you  an- 
unable  to  comply  with  their  rorpieat.  In  acknowle«l|ririg  a  favor,  it  i«  not  roikI 
_  taste  to  hint  that  the  favor  will  lie  returned,  .ir  expn-w  the  wiith  that  an  upiwr 
tunity  may  he  offered  to  return  the  compliment :  althotijfh  that  may  he  the  feeling, 
it  is  JM'tti'r  not  expreaaed. 

KxERiisi'?). 

Sketch  the  f.ill.vwinir  letters  in  your  cxcrciw  iNM.k.  jjct  ii  tcHch.-r  to  dick 
then  copy  neatly  in  your  Correspondence  Rjank.     IK-  oritfinal.     Write  them  o» 
you  would  in  actual  buaine*w.    Study  sample  letters  nt.-l  citch  the  tone     Write 
in  ii  conversational  style,  yet  to  the  point. 

1.     Write  f8Voral>li.  wplic,  (..  evprci.e,  on,,  and  tlir.v  iinrt^r  '  I.ettor-  A.king  Kavor«." 
•nil  iin  unfuvom))!?  reply  to  niinilier  two. 


LESSON  34. 

DcxxiNu  l,Kni:iis. 

(Model    No.    1.1 

S6  WtlliiKjIoii  St.  IV.. 

Tonnitii.  Alio.   1.  Ili09. 

Mr.  Eliot  B.  Walker, 
242  King  St.  East, 
flamilton,  Ont. 

Dear  Sir; 

Enclosed  find  staff  in,  nl  <,/  annHiit  tn  dnh  anioiiiitinii  In  ."?^7.S(i.     .\,i  farli) 
rfmitliincr  iiill  nlilirii  ns. 

Yoiirt  Iriihi. 

The  W.  n.  Brock  Co..  Limited. 
p<  I-  J.  Tait.  Sec. 
Eiiilosnrc. — /. 


NoTK. — Suit«hl(>  for  No.   1   nf  series. 


MICtOCOrY   MSOIUTION   TfST  CHART 

(ANSI  and  ISO  TEST  CHART  No.  2) 


^  APPLIED  IIVMGE    In 

^^  165;   East    Mdi'i    Street 

ST^  Rochester,    Ne»    ro'K  U609       uSA 

■——  (^'6}    482  -  0300  -  Phone 

^S  (716)    286  -  ^,989  -  Tq, 
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(Model  Xo.  2.) 


Mr.  Elias  B.  Walker, 
242  King  St.  East, 
Hamilton,  Ont. 


86  Wellington  St.  W., 

Toronto,  S(  pt.  J,  190!). 


Dear  Sir: 

On  Aug.  1,  we  sent  you  a  statement  of  iiintr  account,  amounting  to  $61.30. 
We  have  not,  however,  heard  from  you.  As  we  have  heavy  bills  to  meet  in  a  few 
days  kindly  send  us  the  amount,  or,  at  least,  let  us  have  something  on  account. 

Trusting  that  we  may  hear  from  you,  we  are. 

Yours  very  truly. 

The  W.  R.  Brock  Co.,  Limited, 

per  J.  Tail,  Sec. 
Note.— Suitable  for  Xo.  2  of  series. 


(.Model   Xo.  :}.) 


86  WcUingf.jn  SI.  W., 

,.       „  Toruillii.    (hi.    I.    IfHH). 

Mr.  Elias  B.  Walker, 
242  King  St.  East, 
Uamilton,  Ont. 

Dear  Sir: 

^\  e  have  wrdtcn  you  w  r( ml  Hwrs  conrcniiiig  your  avconut  for  S'SLSO.  which 
has  now  hrcn  slauding  for  some  lime,  hul  up  to  the  present  wriling  we  have  not 
heard  from  you. 

We  trust  that  you  will  give  this  mailer  your  immcdirile  allenlio,:.  for  wc  feel 
obliged  to  say  that  unless  this  account  is  sellled  before  Oct.  ir,,  we  shall  be  com- 
pelled to  take  legal  steps  for  ils  ci>U,elion.  — 

Yours  V(  ry  Iruhj. 

The   \V.  li.  Brock  Co.,  Limited. 
per  J.  Tail,  Sec. 

XoTE.— Suitable  for  Xo.  .3  of  serir-i. 
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(ISIodel  So.  4.) 


213  Main  St., 

Winnipeg.  Man.,  .Jan.  ?,  JWT. 


Mr.  Robert  Thompson, 

St.  Boniface,  Man. 


Dear  Sir: 

We  find  that  ijoti  are  indebted  lo  us,  on  an  account  which  was  due  over  a 
year  ago,  to  the  amount  of  Eight j-liru  ,',f„  Dollars  ($S-2.7.'>).  We  are  in  need  of 
cash  and  hope  that  yon  will  be  able  to  pay  in  full  at  oiire.  If  you  cannot  settle  in 
full,  lindly  pay  us  whatever  part  you  can.  In  any  case,  phase  let  us  know  what 
you  can  do  in  the  matter  and  it  is  probable  that  we  can  help  you  arrange  it  in 
.some  satisfactory  way. 

Yours  very  truly, 

Lewis,  licrlram  d  Co., 

p(  r   Li  leia. 


A  letter  inclosing  an  account  and  requostintf  its  i)ayiiipnt  is  so  coimnon  in 
business,  that  many  offices  have  printed  forms  which  are  used  for  this  pnrpose. 
In  many  cases  tliose  forms  nn>  sufrjcioiit.  In  others,  however,  the  writiiii;  of 
letters  especially  adapted  to  the  particular  case  is  nion-  eniciciit  and  satisfai-tory. 

The  ob.jeet  of  all  dunning  letters  is  to  obtain  the  money  due  and  to  get  this 
without  oflfending  the  delinqneiit  debtor.  Pi'ople  are  dihitory  in  p;iying  debts 
either  through  oversight,  misfortune,  careh  ssness,  indiffi  i-(  iire  or  a  desire  to 
defraud.  One  should  always  endeavor  to  study  the  particular  case  in  liand  liefore 
writing,  thus  determining  the  cause  of  the  d(>btor's  f.nilure  to  pay.  If  the  debtor 
has  hitherto  been  in  the  habit  of  paying  regidarly.  it  woulil  be  firopep  ti>  r.ssume 
that  he  has  only  overlooked  the  payment  in  question,  and  to  remind  him  of  it.  you 
send  him  his  account,  suggesting  that  he  has  ]>rol)alply  forgotten  it  and  asking 
him  for  more  orders.  If  lie  has  met  with  misfortune,  such  as  financial  losses. 
thei  leniency  or  an  extension  of  time  may  bi>  the  best  policv  to  follow.  If  delay 
is  due  to  carelessness  or  indifference,  a  piinted  letter  reminding  the  debtor  that 
prompt  payments  are  necessary  to  the  economical  conduct  of  business,  and  that 
one  depends  upon  punctual  remittances  to  meet  his  obligations,  may  often  prove 
the  magnetic  string.  If  it  is  known  that  the  debtor  h  trying  to  defraud,  no  time 
need  be  wasted  in  writing  letters,  but  all  haste  should  be  made  by  the  creditor  to 
take  such  legal  steps  as  will  protect  his  best  interests. 


88 
Note  the  Foi.lowing  Pofntko  Slggestioxs  I'ertai.mno  to  Dixxino  Letters. 

1.  Be  coiirtoous  in  suoh  a  miuest.  IVople  who  do  not  lik.-  to  pay  are  sonip- 
timps  the  most  acnsitivo  in  repard  to  boinc  roinintl.'d  of  thoir  d.Iits.  "'IVv  not  to 
give  offence. 

2.  Ill-teinpcred  letters  shouhl  1„.  n-a.l,  iv-ivad.  then  l-urned.  By  sending 
them,  you  may  lose  yonr  eustom-^r's  trade. 

3.  Write  in  a  considerate,  open-hearted  way.  People  will  soon.-r  face  har- 
monious musie  than  be  driven  by  the  eold  ehib. 

4.  Always  demand  settlement  of  aeeount  throii.jh  a  letter.  Never  use  a 
postal  card.    It  is  too  public. 

5  Don't  be  too  blunt.  Don't  write  simply,  "Call  at  mv  office  and  settle 
up,  but  say,  ' '  Kindly  call  at  my  office  some!  ime  to-morrow,  an.l  I  will  be  please.l 
to  talk  it  over  with  you. " 

»5.  If  it  is  absolutely  necessary  to  snsjfrext  the  mine  <>f  forcible  m.-ans  the 
suggestion  should  be  put  in  such  a  form  as  to  show  that  it  is  a  celuctaat  act  on 
your  part,  unavoidable  circumstances  hnyuf;  caused  you  to  take  that  ••ours,.. 

7.  After  doing  business  with  a  firm  for  years  you  ought  to  know  how  to 
approach  it  on  this  question.  Sometimes,  it  will  ,.niv  be  n-cessarv  to  forwanl 
statement  after  statement  with  the  words,  "Kindly  remit,"  upon  it."  It  would  be 
quite  unreas.mable  to  follow  a  set  system  with  every  delinquent.  Studv  vour 
debtor  thoronirhly  and  use  tact  in  makiufj  requests  for  money  *    ' 


KXERCISES. 

Sketch  the  following  letters  in  yonr  exeivis,-  book.  earefuUv  .-xamining  their 
completeness,  get  a  teacher  to  check  them,  then  copy  neatly  in  yon.  Correspond- 
ence Blank. 

1.  Write  ii  letter  t,.  Win.  Lpwh.  [nff.rsnll.  Out.,  roquo^ting  tlie  earlv  oettlement  of  an 
aocount  for  $140.  This  litis  been  standing  for  severni  months,  and  you  need  the  monev  as 
you  have  to  meet  some  heavy  l>ills  at  the  liofiiiiniiig  of  next  numtli.  Write  from  fi2  .Tohn  St.. 
London.  Ont.,  and  si^n  W.  F.  Taylor  &  Co.,  per  Student. 

2.  Write  to  :\forley  Snyder,  Smith's  Fai.s,  Out.,  a  man  of  -ood  intentions  but  very 
negligent,  remin.ling  him  .,f  ihe  .$4.5  he  owes  you.  Press  home  a  few  good  business  principles 
and  solicit  a  prompt  remittance.  Write  from  108  Cumberland  St.,  Ottawa,  0"^  <ind  si.'n  .1 
B.  Caswell. 

,;  3.     Write  a  kind  letter  to  Heter  Petitt,  Milton.  Ont.,  an  almost  hopeless  case,  regretting 

his  poor  success  in  business  and  asking  whether  it  will  not  be  possible  for  him  to  make  some 
payment  on  his  account  of  .$82.40.  if  you  will  extend  the  time  a  year  longer  on  the  b.alance 
Write  from  8.-,2  Yonge  St..  Turonfo.  Ont..  and  simi  Weslev  Llovd  &  Co..  per  Student 
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LESSON  3S. 

LeTTEK.S  of  iNlRtll;!  (  TKIN. 

(iloiM   No.   1.) 

(Jodcrii  h,  Oiil..  .liiiH   /;,  IDOS, 
Mr.  J.  E.  Murray, 

:')'i.i  Bathurst  St., 

Toronto,  Ont. 

Dear  Sir: 

This  will  introdiicr  to  jioii  our  jillotr-citi-i  ti.  Mr.  A.  L.  Snrttni,  who  in  goiny 
East  iiu  a  biminens  trip  ami  stop.'t  for  a  ft  ir  /*«»/•>■  //(  umir  cilfi. 

It  gives  me  pleasure  to  stale  that  Mr.  Sewton  is  one  of  the  most  entryctiv 
and  reliable  business  men  in  this  town,  and  any  attention  you  may  show  him  will 
be  duly  appreciated  by  him  and  considered  a  personal  favor  by 

Yours  very  truly, 

Thomas  Rowe. 

(Model  No.  2.) 

6i  Victoria  St., 

St.  Thomas,  Ont.,  Apr.  10,  190S. 
Mr.  P.  C.  Larkin, 

318  Sherbourne  St., 
Toronto,  Ont. 

Dear  Sir: 

Knowing  your  extensive  connection  and  influence  with  the  business  )iirn  of 
your  city,  I  take  the  liberty  of  asking  your  kind  favor  in  behalf  of  the  bearer,  Mr. 
John  W.  lAoyd,  of  this  city.  I  have  known  him  intimately  for  some  years  and 
can  vouch  for  his  reliabii'ty  and  trustworthiness. 

Any  assistance  you  may  he  ablr  to  f^'i'"  Mr.  Lloyd  in  the  way  of  securing  a 
position  will  be  considrrid  a  special  favor.  r,. 

Yours  very  respectfully,  _      _;_ 

//.  T.  Givens. 

A  letter  of  introduction  is  one  written  for  the  purpose  of  introducing  a  per- 
son to  a  friend  or  acquaintance,  and  is  used  to  serve  the  purpose  of  a  personal 
introduction. 
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Lotters  of  introduction  are  of  two  kinds : 

( 1 )  Social. 

(2)  Business. 

The  Foli-owi    :  1'ri\(ii'le.s  will  Apply  to  Hotii  Kixos  or  Letteks  of 

iNTRODt'CTIOK  : 

1.  Plxercise  great  care  in  choice  of  person  intniduced.  You  do  this  in  per- 
sonal  introductions,  otherwise  one  nighl  ilo  an  irremediable  injury  to  a  friend. 
By  introuucing  an  improper  person  to  a  Imsiiuss  iici|iiaintanee.  you  may  do  the 
latter  a  great  injustice. 

2.  Say  a  few  words  of  praise  in  favor  of  the  i-crson  iiilroduced  hut  do  not 
resort  to  'xtravagant  euh)gy.  An  overdose  of  praise  in  a  letter  is  as  much  out 
of  place  IS  it  would  be  in  a  i)ersoind  introduction.  Say  a  few  pointed  words  in 
a  manner  that  conveys  your  earnestness  and  the  impression  will  be  mucii  better. 

3.  It  should  not  be  sealed.  A  letter  of  introduction  is  usually  handed  to 
the  person  to  be  introduced.  If  sent  by  mail  it  is.  of  course,  sealedand  posted, 
the  same  as  any  other  letter.  If  delivered  in  person,  it  should  not  be  sealed.  A 
person  holding  a  letter  of  this  kind  shoiUd  feel  free  to  examine  its  contents. 

4.  A  letter  of  introduction  should  be  short  and  to  the  jwint.  It  would  be 
embarrassing  to  a  person  to  wait  for  tin;  reading  of  a  long  letter. 

5.  How  should  presentation  be  made?  A  business  letter  of  introduction 
is  usually  presented  in  person.  This  should  be  done  at  some  convenient  time 
during  business  hours.  A  sfcinl  letter  of  introduction  is  usually  sent  accompanied 
by  a  visiting  card,  to  the  person  addressed.  The  latter  cidls  and  offers  the 
hospitality  of  her  home.  When  presented  in  i)erson.  it  should  be  accompanied 
by  a  calling  card. 

6.  Set  formalities  are  no  more  necessary  in  this  than  in  other  I'-tters.  so 
that  a  letter  of  introduction  may  begin  with  any  appropriate  words. 

7.  When  you  receive  a  letter  of  introduction,  presented  as  it  would  be  by 
a  stranger,  salute  the  bearer  as  soon  as  you  learn  his  name.  Do  not  let  him 
stand  for  five  minutes  unrecognized. 

8.  The  superscription  is  similar  to  that  for  other  letters,  except  that  the 

words,  "Introducing ,"  should  be  written  in  tiie  lower  left-hand 

corner  of  the  envelope.     The  person  receiving  the  letter  will  notice  these  words 
and  salute  the  other  person  and  seat  him  before  reading  the  letter. 


Exercises. 

Sketch  the  following  letters  in  your  exercise  book,  get  them  checked  l)v  a 
teacher,  then  copy  neatly  in  your  Correspondence  Blank. 

1.  Write  a  letter  to  Mr.  David  Tier-eron.  109  St.  Martin  St.,  ^Montreal,  Que.,  intro.Uic- 
mS  your  frien.l  Mr.  (%xs.  .Tarvis,  ul,.,  i.  loolcin-  f„r  a  business  site  in  that  citv.  Write 
from  Monoton,  X.B..  .and  sijni  C.  W.  Grant. 

2.  Henry  A.  Ross.  Hamilton.  Ont.,  wlio  represents  Steele  &  Bri^'ss,  Seed  Merehants, 
of  the  same  city.  a«k?  .Tames  A.  Rogers,  l.-.n  R.rtnn  St..  TlimiUon,  Or.t.,  with  whom  lie  is 
well  acquainted,  to  pive  him  a  letter  of  introduction  addressed  to  Fred  UadelifTe,  20  Palace 
St.,  London,  Ont.  Mr.  Ross  intends  to  open  a  branch  ofnce  in  London,  and  is  looking  for  a 
eonvenient  openinj?. 
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3.  Write  a  leKcr  ti)  .(u-i.  A.  Iliirr.  ;iiO  Woolwaitl  \\i\.  IK'tmit.  Mifli..  iiili'(«liiciii)r 
jour  friend,  Mr.  A.  X.  Uprry.  who  waiitt  tn  look  into  tlie  nclvanlagi-i*  of  ilii>  streot  car  ny^tem 
of  that  place.  At  he  will  only  stay  »ix  hmir-i  in  tln'  city,  tlii'  most  iin|iortant  siih-  of  bit 
inquiry  should  rcrt'ivc  your  careful  atloiitioii.  Write  from  !Hi  CollMirn  St.,  I.  )nilon.  Out.,  and 
sign  Alexander  Kiii};. 


LESSON  36. 

*  LkTTKR  of    KNDOKSE.MENr. 

(Model  liftter.) 

c>  )  Jamrs  St.  .v., 

Hamillon,  Ovf.  .'.'.  UHiT. 
Messrs.  John  Macdnnatd  tt  Co., 

27-32  Wellington  St.  E., 

Toronto,  Ont. 

Gentlemen: 

Allow  me  to  introduce  to  >jou  lite  bearer,  Mr.  L.  Wilton,  IS  I  King  St.  East, 
City,  who  is  an  extensive  dealer  in  drij  goods. 

From  mij  /nrsonnl  knowlrdgr  nf  hi.t  iutinritij  and  prompt nfs.t  in  /i/.v  pa.tl 
business  relations,  I  can  assure  ijou  that  he  will  meet  his  pai/mcnts  prompthf  and 
satisfaclorilji. 


Veri)  truhi  jiour.?. 


/?.  .7.  Pratt. 


A  Letter  of  Kndorseineiit  is  a  letter  introilueiiip;  ii  l)iisiness  aec)iiaiiitanee  for 
the  purpose  of  openin<:  trade  with  the  party  addressed.  You  ean  see  that  the 
letter  of  indorsement  is  ineluded  in  the  general  "Letter  of  Introduction"  class,  as 
the  person  who  is  indorsed  to  a  business  firm  is  usually  a  stranjrer  to  lliat  firm. 


XuTi;  THE  rul.I.dWINO  SCGOESTIONS: 

1.  It  should  be  very  carefuliy  worded.  Remember,  a  contract  may  he  the 
ultimiite  is.sue  of  this  letter. 

2.  Do  not  nto  fin  amount  in  your  Icttir  for  wliirh  you  are  willing  to  ijo 
security,  or  you       .v  become  legally  liable  to  curry  out  the  indorsement. 

3.  If  the  f.v  rson  requesting  a  letter  of  indorsement  is  known  to  be  a  man 
of  irreproachable  ch'iracter  and  business  ability.  little  risk  of  any  kind  is  assiuned. 
Only  worthy  persons,  of  course,  should  be  indorsed. 

4.  Do  not  seal  the  letter,  if  ^ven  to  bearer. 
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Exercises. 

Sketch  thf  following  letters  in  your  fxercise  book,  cloHcly  examine  them  as 
to  spelling,  arrangement,  paragraphing,  composition,  punctuation  and  general 
clearnen,  get  a  teacher  to  check  them,  then  copy  neatly  in  vour  Correspondence 
Blank. 

1.  Write  a  letter  to  Copp,  Clark  Co..  Limited,  64  Front  St.  W.,  Toronto.  Ont.,  Printer! 
and  Stationer!,  introducing  .Mr.  Win.  Butlt-r,  of  your  town,  who  intend*  to  place  an  order 
witli  them,  if  their  prices  are  HUitable.  (;ive  your  ri-asons  for  'n'f.irning  him.  Write  from 
Midland,  Ont.,  and  sign  Edward  Martin. 

2.  Writ*  a  letter  to  Meuri.  i;.  A.  Gallagher  4;  Co.,  23(1  Wolfe  St.,  Montreal,  Que., 
Wholesale  Crockery  Dealer!,  introducing  Mr.  A.  C.  Ran!om,  who  intends  to  carry  a  line  of 
their  goods  in  addition  to  hie  present  stock  of  groceries.  Refer  to  Mr.  Ransom's  'career  as  a 
merchant  in  Pembroke,  Ont,  and  write  your  letter  from  that  place,  signing  A.  J.  Ralston. 

3.  Write  a  letter  to  The  Toronto  Type  Foundry  Oo.,  Ltd.,  70  York  St.,  Toronto,  Ont., 
introducing  Mr.  Chas.  Wilhrow.  who  has  been  connected  with  "The  Daily  Beacon."  of  your 
city,  for  ten  years,  and  is  about  to  open  a  general  printing  house  in  Owen  Sound,  Ont.  As 
he  is  a  careful,  industrious  man,  you  have  no  hesitancy  in  indonting  him.  Write  from  Strat- 
ford, Ont.,  and  sign  Douglas  Perry. 


LESSON  37. 


Lettkb  op  Credit. 


(Model  Letter.) 


Rice  Lewis  &  Son,  Limited, 
Victoria  and  King  Sts., 
Toronto,  Ont. 


64  Ontario  St., 

Stratford,  Feb.  20,  1908. 


Gentlemen: 

Please  allow  the  bearer,  J.  W.  Jeffreij,  credit  for  .such  goods 
to  an  amount  not  exceeding  Eight  Hundred  Dollars  ($800.00), 
time,  and  I  unll  become  responsible  to  you  for  the  prompt  payme 

You  will  please  inform  me,  should  you  give  any  credit  on 
letter,  and  of  the  atnount,  and  in  default  of  payment  notify  me  immediately. 

Yours  very  truly, 

E.  B.  Deacon. 
Mr.  Jeffrey's  signature, — 


!   elect 
onths' 
^me. 
c..<.i<  of  this 


Note.— If  the  bearer  is  not  kii.nvn  to  the  firm  of  whom  credit  is  asked,  the  letter  should  con- 
tain his  signature. 
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A  Letter  of  Credit  ii  one  in  which  the  writer  uks  credit  to  be  given  the 
bearer  an4j|gr(  become  resiionsiblu) to  a  tertain  -miomit.  ii"  the  p.-rHon  pri- 

inarily  liable  sh  .  fail  to  maito  pnymcnt  at  the  prvp-r  time.  In  other  word*, 
the  writer  loanN  credit  to  another  and  giiarnntees  the  payment  of  n  certain  huiu 
in  case  the  perxon  asklnj?  credit  fails  to  pay. 


y 


Note  tmk  Foliajwino  HrooKSTioNg. 

1.  The  person  writing?  should  stuto  definit'ly  the  e.xttnl  to  which  he  is 
willing  to  be  held  liable.    If  this  is  not  done,  he  can  be  held  for  any  amount. 

2.  A  letter  of  credit  is  often  combined  with  a  letter  of  introduction,  in 
which  case  the  letter  should  bear  the  signature  of  the  hearer,  so  as  to  guard 
against  any  possible  fraud.  His  siginiture  should  be  written  in  the  lower  left- 
hand  corner  of  the  letter. 


This  kind  of  letter  is  usually  left  unsealed  and  delivered  in  |)er8on. 


3. 

4.  Be  careful  to  whom  you  loan  iicdit.  It  may  seem  very  accommodating 
to  dictate  a  letter  similar  to  sample  one  illustrated,  but  a  more  serious  impri'ss  is 
given  it,  if  the  writer  has  to  pay  the  stated  sum.  This  letter  should  be  given 
very  sparingly,  if  ever.  Some  people  have  become  bankrupt  through  loaning 
their  credit,  in  this  way. 


EXERCISEA. 

Write  out  the  following  letters  in  your  exercise  book,  carefully  check  them, 
then  ask  a  teacher  to  criticise  them,  after  which  copy  neatly  in  your  Correspond- 
ence Blank. 

1.  Write  a  lettor  to  t'lemcs  Bros.,  \VlioIi"»iiI«  Frui*  Merchnnti,  Church  nnd  King  Sts., 
Toronto,  Out.,  offering  to  bec.ime  respotnihle  for  the  credit  of  Elmer  Thompson  to  the  extent 
of  $250.    Write  from  024  Sherbournc  St.,  Toronto,  and  sign  Thos.  W.  Keid. 

2.  Write  a  letter  for  Arthur  .Middleton,  lle-ipeler.  Ont  .  introducing'  him  to  .Tohn  C. 
Struthers  &  Co.,  192  Palace  St..  Lcmlon.  Ont.,  and  state  you  are  willing  to  go  security  for 
an  amount  not  excecdinj;  $350.     Write  from  Hespeler,  Ont.,  and  sign  Frederick  Hurst. 

3.  Write  a  letter  to  Mr.  A.  Hyman.  21_S  Dundax  St..  London,  Ont..  introducing  Mr. 
William  McGregor,  of  your  place,  who  intends  to  place  an  order  with  Mr.  Ilyman  for  a 
general  stock  of  boots  and  shoes.  State  that  you  will  go  hi*  security  for  an  amount  not 
exceeding  $3,000.     Write  from  CollinK»ood,  Ont.,  and  sign  Lawrence  Long. 


UMOVM. 


TaiTiLLiM'  Lnrns  or  Cudit. 


TrATelleK*  lett«n  of  credit  are  inaed  by  bankn,  and  addreawd  to  their  eor- 
respondeuU  or  banks  in  other  countriea,  with  which  the  bank  does  buaineai. 


No.  8421 


(Model  ^etter,) 

CtVottlar  Utttr  of  Credit  £200  SUtiing. 

luued  by 

The  Canadian  Bank  op  Commbbcb. 


To  the  Bankera 

named  in  our  Letter  of  Indicatiom 


Toronto,  Canada,  May  25,  1910. 


Thii  letter  will  be  preeented  to  you  by  Mr.  Chaa.  Norman  in  whoee  favor  w* 
.ave  opened  a  credit  of  Two  Hundred  Pounds  Sterling,  to  be  avaUed  of  by  hi$ 
detnand  draftt  on 

The  Canadian  Ban.:  or  Commerce,  London,  Eno., 

which  we  request  that  you  tvill  negotiate  at  the  current  rate  of  the  day,  less  your 
utual  charges. 

The  drafts  shwdd  bear  the  following  clause:  "Drawn  under  C.  B.  of  C. 
Credit  No.  8421";  they  should  be  drawn  withip  one  year  from  the  date  hereof, 
and  the  date  and  amount  of  each  draft  cashed  art  .,  be  entered  in  the  space  pro- 
vided on  the  bach  of  this  letter. 

Mr.  Chas.  Norman  m  provided  with  a  copy  of  our  Letter  of  Indication, 
whereon  his  signature  may  be  found. 

Fob  The  Canadian  Bank  of  Commerce, 

A.  Laird, 

Assistant  Mgr. 

E.  Pier  son, 

Acct. 


9S 


hnoaMMMMKit  OK  TBI  Baos  or  Lirm  or  Cnnr. 
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^;^    ST 


PoiNTH  m  liErmENcE  TO  Tbwellem'  urmmy  Qf  ^tUP" 

1.  One  of  the  flnt  cooaid«ratioM  which  ate  proaented  tu  an  intendint; 
tourmt  i»,  an  *o  the  aaleat.aiul  aumi  coovemeut  form  in  which  to  cnrry  thu  fuudN 
M'cemary  for  travellinfr  rxiMinaes.  Formerly,  touriHtN  had  to  rnrry  i-ormidfrnlil)' 
auiim  of  money  about  their  persona,  hut  with  the  development  of  Imnkitiff  nunv 
the  Trnvfllem'  lietter  of  Cr»'<lit  by  meanN  of  whie'i  the  traveller  \s  eiiablcd  to 
obtiiin  whatever  fund*  he  requirea  at  alnumt  nny  point  in  hi*  journey,  thun  obvi- 
ating the  necesaity  for  earrying  Inrjfe  nunit  of  money  from  jM»int  to  p<iint. 

2.  The  letter  of  credit  autborizcH  it»  bolder  to  receive  from  any  bank  named 
in  the  lixt  attached  to  the  b-tter  or  named  in  the  Letter  of  ludicHtioii  any 
money  ho  may  reiiuire— to  an  amount  not  exceedinx  the  sum  for  which  flic  b-tter 
ifi  iwiued.  or  auch  portion  of  it  bh  may  remain  undrawn. 

U.  To  obtain  n  letter  of  credit  it  ia  ncecMsarv  |o  dcnoait  y^  i>b  ♦'■"  '■""''  '■"■■!'■" 
it,  a  aufMcient  aum  to  cover  the  amount  for  which  the  letter  iw  iMued,  aa  well  .is 
the  banker's  ehiirifes  for  cxchutiK*'. 

4.  .\i  the  time  of  reccivinj;  th'?  letter,  the  purcbascr.ciaainla  ilia  aiuuuturc 
either  on  ita  face  or  in  the  Letter  of  Indication  aa  a  means  of  identification,  when 
he  preaetits  it  for  payment. 

5.  When  piiyments  are  made  they  are  indorsed  on  the  back  of  the  letter  of 
credit  In  the  banker  by  whom  tbey  arc  nnide. 

6.  Letters  of  credit  in  Kurope  are  ummlly  made  payai)le  in  Knglish,  French, 
or  German  monetary  denominations,  but  the  payments  are  made  in  the  money  of 
the  country  where  they  are  presented. 

7.  These  letters  of  credit  not  only  enable  the  touri.st  to  obtain  funds  as  and 
where  required,  but  also  serve  as  an  introduction  to  banks  and  bankers  of  high 
standing  in  foreign  countries,  whose  advice  and  assistaiicc  will  be  of  much  value 
in  different  ways. 

8.  A  copy  of  a  Letter  of  Credit  on  London,  Ensfland.  is  given  for  sfiiily. 
It  is  a  form  used  by  one  of  imr  prominent  banks.  A  copy  of  the  indorsements 
is  also  given.     Read  them. 


Exercises. 


Ski  ich  neatly  the  follow  ing  exercises  in  your  exercise  book,  get  them  checked 
by  "        .-..cr,  then  copy  in  your  Correspondence  Blank. 


Blank. 


1.     Make  an  exact  copy  of  sample  letter  ;iIh„  it«  indorscinonts.  in  your  Correspondence 


2.  Write  a  letter  of  credit  as  i^sncil  l>y  The  Sovereiirn  Bank  of  Canada,  Toronto,  to 
Mr.  Alex.  .McLaren,  wlio  intends  to  make  n  I>ii-ine8s  trip  tlirougli  France,  Germany,  Holland, 
Enf^land  and  Scotluiid,  with  a  view  of  placinjj  hU  celebrated  brand  of  cheese  in  these  foreign 
points.  Face  amount  of  letter,  £300.  Also  sketch  a  diagram  showing  indorsements  for 
£300. 
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LESSON  39. 


1/ 


A  Si'ECIAI.   I.KTTHU  ur    UKfOMMKNUATION. 


(Moilel  No.  1.) 


1H4  A  ..      •'.  K.. 

ih.  •■■•  .(.  Ont.,  AiKj.  .'/.  IHO<). 

Meura.  A.  A.  Allan  d  Co., 
ni  and  53  Bay  St., 
Toronto,  Ont. 

Oentlemen: 

Your  iiujuirif  of  Ihc  Jl.sl  iitsl.  rnjardiHij  Mr.  Itoltfrt  .Morgan  was  riccivid 
tiesterday. 

Mr.  Morgan  was  in  our  employ  three  yearn  and  irr  are  pleased  to  say  that  his 
conduct  was  such  as  to  nain  for  him  the  respect  and  confidence  of  all  with  whom 
he  came  in  contact,  lie  was  r  thoroughly  competent  bookkeeper  and  correspond- 
ent, as  tcell  as  a  man  of  exc  it  hnsiness  judgment.  He  left  us,  much  to  our 
regret,  owing  to  a  cm  tige  in  t       proprietorship  of  the  business. 

Believing  ht  wt'^  'live  his  best  attention  to  all  work  entrusted  to  him,  we  are, 
Yours  very  truly, 

Ellis  d-  Clark. 


An  Open  Letter  op  Rbcoukendation. 


(Model  No.  2.) 


862  St.  Catherine  St., 

Montreal,  Que.,  Dec.  22,  1909. 
To  Whom  it  may  Concern: 

This  i3  to  certify  that  the  bearer,  Mr.  Frank 
C.  Gillespie,  has  been  in  our  employ  as  book- 
keeper J  and,  correspondent  for  eighteen  months, 
and  leaves  us  to-day  bearing  with  him  the  good 
will  of  every  one  connected  with  this  house. 
Mr.  Gillespie  is  a  hard  and  conscientious  worker, 
and  we  cheerfully  commend  him  to  any  person  to 
whom  he  may  apply. 

Hoping  that  his  success  will  be  commensurate 
with  his  qualifications  as  an  accountant  and  his 
character  r,.3  a  gentleman,  we  are. 
Yours  respectfully. 

The  Mitchell-Emery, Co. , 

per  J.  W.  Mitchell,  Mgr. 
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(Model  No.  3.) 

20  King  St.  East, 

Hamilton,  Ont.,  June  30,  1910. 
To  Whom  it  may  Concern: 

We  take  much  pleasure  in  giving  the  bearer,  Miss  Myrtle  Johnson,  this  un- 
qualified endorsement  of  her  merits  as  a  capable  and  accurate  stenographer. 
Miss  Johnson  is  courteous  and  obliging  as  ivcll  as  painstaking  and  conscientious, 
in  all  her  work.  She  has  been  in  our  employ  for  four  years  and  leaves  on  account 
of  the  removal  of  her  family  to  another  city. 

Stanley  Mills  <fc  Co., 

per  A.  X.  B. 


A  letter  of  recommendation  is  one  testifying  to  the  ability,  character,  habits, 
education,  etc.,  of  the  individual  holding  the  letter. 

These  letters  are  of  two  kinds  -.—Personal  or  Special  and  General  or  Open. 

A  Personal  letter  of  recommendation  is  one  addressed  to  some  individual,  and 
is,  in  form,  like  any  other  business  letter. 

A  General  letter  of  recommendation  is,  in  reality,  a  testimonial,  and  should 
be  addressed  in  a  general  way ;  as,  "To  Whom  it  may  Concern,"  "To  the  Business 
Community,"  or  "To  the  Public." 

Letters  of  recommendation  are  in  great  demand.  They  should  be  given  with 
great  caution  and  very  sparingly^  To  give  out  a  letter  of  this  kind  promiscuously 
is  detrimental  to  the  giver  and  of  no  particulnr  benefit  to  tlie  one  to  whom  it  is 
given.  A  good  plan  is  to  have  the  applicant  use  his  employer's  name  as  ref(>reiiee, 
and  have  the  prospective  employer  write  direct  to  the  reference.  However,  there 
are  times  when  letters  of  recomm(>ndation  are  advisable.  Re  thoroughly  honest 
with  any  kind  of  an  endorsement.  If  you  write  a  deceptive  recommendation  and 
the  person  does  not  measure  up  to  it,  then  you  will  be  accused  of  giving  endorse- 
ments on  a  friendship  basis,  minus  the  real  facts. 

Note  the  Following  Points  be  Letters  op  Recommendation  : 

1.  Sometimes  a  letter  of  introduction  and  a  letter  of  recommendation  are 
combined,  although  it  is  best  to  write  separate  letters. 

2.  Much  care  should  be  taken  that  unworthy  persons  are  not  recommended. 

3.  Do  not  recommend  any  person  too  highly.  Innocent  persons  may  suffer 
by  placing  confidence  in  what  is  said  in  a  letter  that  exaggerates  the  qualities 
belonging  to  an  individual. 

4.  Do  not  make  a  letter  of  this  kind  long.  Deal  briefly  with  the  chief,  out- 
Btanding  qualities  of  the  person. 


100 

5.  Because  some  person  asks  for  a  recommendation  is  no  reason  why  you 
should  say  words  in  his  favor  that  are  wholly  or  in  part  untrue.  To  give  a  person 
who  has  been  ''ischarged  for  incompetency  a  letter  of  recommendation  is  not  onh- 
reprehensible  but  dishonorable. 

6.  These  letters  are  usually  addressed  and  delivered  to  the  person  recom- 
mended. He  may  then  use  them  as  occasion  demands.  The  personal  letter  of 
recommendation  is  sent  by  mail  to  the  person  addressed. 

7.  The  best  commendation  is  to  refer  to  some  person  or  persons  who  know 
your  abilities  and  the  person  wishing  information  can  write  to  these  persons 
getting  a  confidential  letter.  This  reply  letter  is  always  worth  more  to  a  business 
man  as  it  has  a  confidential  tone  which  increases  its  commendatory  value. 

8.  The  value  of  a  letter  of  recommendation  depends  upon  the  character  and 
standmg  of  the  writer.  One  who  has  gained  the  confidence  of  others  wiU  not 
risk  losing  that  confidence  by  issuing  a  l.'tter  of  recommendation  to  any  person 
worthy  or  unworthy.    Recommend  only  the  deserving  and  the  competent. 

9.  Paid  testimonials  have  brought  testimonials  into  disrepute  with  some  per- 
sons. However,  unsolicited  testimonials  are  always  worthy  of  consideration  If 
those  who  write  unsolicited  recommendations  would  say,  "This  is  unsolicited  " 
on  the  letter,  it  would  make  it  more  worthy  of  eonsideration. 


Exercises. 

Sketch  the  following  letters  in  your  exercise  book,  aiming  at  complete  letters 
get  them  checked  by  a  teacher,  then  copy  neatly  in  your  Correspondence  Blank' 
Typists  may  typewrite  the  letters  accurately,  then  hand  to  teacher  for  correction 
if  teacher  so  desires. 

1.  Make  careful  copies  of  the  sample  letters  illiiitrat..!  in  text-book  in  your  Corres- 
pondence Blank. 

2.  Write  a  special  letter  to  Jas.  B.  Wright  &  Co.,  London,  Ont.,  in  answer  to  their 
inquiry  received  yesterday,  concerninj?  Albert  W.  Tisdale,  who  has  been  in  your  service  for 
two  years  and  a  half,  and  who  has  proved  himself  a  careful,  systematic  correspondent  and 
accountant.  Owing  to  a  change  in  the  proprietorship  he  tendered  his  resignation.  Write 
from  189  Yonge  St.,  Toronto,  Ont.,  and  sign  Wilson  4  Gendron,  per  Wilson. 

3.  Cecil  Weston,  one  of  the  clerks  of  Rice  Lewis  &  Son,  King  and  Victoria  Sts.,  Toronto, 
Ont.,  a  young  man  of  excellent  character  and  ability,  is  about  to  leave  the  Arm  and  go  to 
British  Columbia.  He  desires  a  general  letter  of  recommendation.  Write  a  letter  which 
shall  be  specific  as  to  his  qualifications,  and  general  in  its  appeal,  and  sign  Rice  Lewis  &  Son. 

4.  You  have  been  oflered  a  situation  in  Detroit,  Mich.  Write  a  letter  to  your  present 
employers,  Messrs.  Gordon  A  Blake,  London,  Ont..  resigning  your  position  as  stenographer 
and  assistant  correspondent.  .\sk  for  a  letter  of  recommendation,  if  they  consider  you 
worthy  of  the  same. 
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LESSON  40. 

Letter  of  Application. 
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(Model  No.  2.) 


Box  420,  Telegram, 
Toronto,  Ont. 


1:2  Wellesleu  St., 

Toronto,  June  16,  1908. 


Dear  Sir: 

In  reply  to  your  advertisement  in  this  evenirg's  Telegram,  I  desire  to  make 
application  for  the  position  of  assistant  bookkeeper,  in  your  office. 

I  have  just  completed  a  course  of  studij  in  The  Blank  Business  College,  of 
this  city,  am,  quick  at  figures  and  understand  accounts  well.  This  letter  is  a  fair 
sample  of  my  ordinary  handwriting. 

I  am  permitted  to  refer  you  to  Mr.  J.  U.  Smith,  Principal  of  The  Blank 
Business  College,  telephone  480.  I  am  willing  to  accept  a  salary  of  eight  dollars 
a  week. 

Hoping  my  application  will  be  favorably  received., I  am, 

lours  respectfully, 

Martin  Campbell. 


(Model  No.  3.) 


The  Imperial  Life  Assurance  Co., 
10  Victoria  St., 
Toronto,  Ont. 


96  Avenue  Rd., 

Toronto,  Mar.  30,  1908. 


Gentlemen: 

In  reply  to  your  advertisement  in  to-day's  Globe  for  an  expert  accountant, 
I  desire  to  offer  you  my  services. 

I  have  had  ten  years'  experience  as  an  accountant  and  am  confident  of  »)i/ 
ability  to  fill  the  position. 

My  late  employers,  John  Macdonald  &  Co.  and  Brown  Bros.,  both  of  this 
city,  permit  me  to  refer  to  them  for  any  testimonials  of  character  or  ability  tvhich 
you  may  require. 

Tours  respectfully, 

George  Eeid. 
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Note  Cabepully  the  Following  Points  m  Reference  to  Letters  of 

Appucation  : 

1.  They  should  be  short  and  directly  to  the  point.  Say  much  in  vour  very 
manner  of  writing. 

2.  They  should  be  very  carefully  composed.  Your  peculiar  fitness  or 
unfitness  for  the  position  is  usually  judged  by  this  letter.  Be  sure  your  English 
is  correct. 

3.  The  tone  should  be  terse  and  business-like,  and  the  statement  of  your 
qualifications  and  experience  modest. 

4.  If  you  are  answering  an  advertisement,  comply  with  all  of  its  require- 
ments. If  it  says,  "state  salary  e.xpeetrd."  do  not  say  that  you  would  aecej)t  a 
moderate  salary,  or  that  the  salary  was  no  object  to  you,  or  that  vou  like  to 
arrange  salary  at  interview,  if  possible.  These  answers  are  not  definite  enoii<'h 
One  thousand  dollars  a  year  might  be  a  moderate  s«'iry  for  one  person,  while 
three  hundred  dollars  would  be  extravagant  for  anomer.  Alwavs  state  salary 
definitely,  when  asked ;  as,  ten  dollars  a  week,  twelve  dollars  a  week,  etc. 

5.  Whether  required  or  not,  it  is  generally  better  to  state  your  age,  experi- 
ence, and  your  ref.'renees.  Always  give  references  to  persons  who  know,  person- 
ally, your  qualifications. 

6.  If  you  have  recommendations  send  copies,  not  the  originals  Copies 
thus  used  should  have  the  word  "Copy"  plainly  written  at  the  top.  Sometimes  a 
page  of  a  neatly  written  cash  book  or  journal  might  be  inclosed,  to  assist  a  bo<^k- 
keeper  m  getting  a  position. 

7.  Do  not  send  a  letter  copied  from  .some  book,  nor  one  some  person  has 
written  for  you.  Your  employer  wants  to  know  what  you  can  do.  not  what  vou 
can  get  done.  Put  your  own  individuality  into  voiir  letter.  Let  the  letter  be"  an 
indication  of  what  you  are.  No  two  persons  have  exactly  the  same  qualifications 
or  capabilities,  hence  write  your  own  letter  of  ajiplication. 

8.  Be  prompt  in  answering  an  advertisement.  The  "Situations  Vacant" 
column  of  a  newspaper  is  eagerly  scanned  by  sr-ores  of  position  seekers  as  soon 
as  the  newspaper  comes  from  the  press.  Ant  promptly,  then.  Do  not  wait  two 
or  three  days,  but  answer  the  advertisement  the  same  morning  op  afternoon  that 
you  first  read  it. 

9.  Be  sure  that  the  letter  contains  no  errors  in  spdlhig.  M;,ny  a  young 
person  has  lost  a  position  through  poor  spellinir.  Stenographers,  if  vou  are  weak 
in  spelling,  always  consult  the  dictionary.  One  young  person  wrote  "I  would 
ask  a  salery  of  six  dollars  a  week.'^  but  did  not  get  the  position.    Another  savs- 

tor  reflFerences.  T  beg  leave  to  refere  you.  etc.."  but  the  references  were  never 
approached  with  inquiries  concerning  h- r.    Draw  the  moral  yourself. 

10.  Sign  your  name  in  full  and  not  your  initials  Tlie  person  advertising 
very  often  signs  initials  or  some  word  as.  "Business.''  imply.  I}ox  496  Tele- 
gram, so  as  to  guard  against  a  crowd  of  j.ersons  wanti;        n  interview. 

11.  A  letter  of  application  should  have  two  or  three  parts ;  viz  an  introduc- 
tion; a  statement  of  qualifications  followed  by  the  names  and  addresses  of  refer- 
ences if  these  are  requested ;  and  an  appropriate  close. 

12.  Write  your  letter  with  a  free,  easy  movement  and  in  a  neat,  medium- 
sized  hand.  Re-write  it  a  dozen  times,  if  necessary.  Let  it  be  you-  best  work 
m  every  particular. 
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Some  "DontIs"  Concernino  Lettebs  ok  Application. 

1.  Don't  complain  about  your  needs.  Men  hire  assistantH  becatue  they  huvu 
work  to  be  dono  a. id  arc  willing  to  pay  for  it,  not  because  the  assistant  wants 
work. 

2.  Don't  say  that  you  are  applying  in  order  to  better  your  position  in  lifr. 
Fill  the  position  whi'h  you  have,  and  your  position  in  life  will  be  bettered.  If 
you  get  $40  a  month,  earn  $60,  and  then  you  will  have  some  reason  for  your  ask- 
ing $50. 

3.  Don 't  tell  how  well  educated  you  are.  The  In-st  educated  peo  )le  usuuli.v 
say  the  least  about  it.  Your  letter  will  tell  the  st  !-y  of  your  culture.  Show  that 
you  are  educated  by  good  penniansliip,  correct  spelling,  good  English,  and  a  neat, 
business-like  letter. 

4.  Don't  use  the  printed  stationery  of  your  employer.  Use  plam,  white 
letter-paper  of  good  ((unlity,  and  a  No.  7  or  8  envelope  to  match,  in  color  and 
quality. 

5.  Don't  expect  to  secure  a  jjosition  rei|uiring  good  riting.  if  you  cannot 
write  an  ea.sy,  legible,  business  hand.  Learn  to  write.  Fit  yourself  for  a  posi- 
tion before  you  apply  for  it. 

6.  Don't  look  for  a  nice,  easj-  position  with  a  good,  fat  salary.  You  only 
read  about  them  in  dime  novels. 

7.  Don't  expect  to  get  something  for  nothing. 

8.  Don't  expect  to  receive  as  large  a  salary  in  your  first  position  as  an 
experienced  person.  The  best  positions  usually  come  through  promotion,  not 
letters  of  application. 

9.  Don't  send  a  letter  of  application  without  first  reading  it  over.  If  you 
find  errors,  re-write  the  letter.    Do  not  try  to  pat'h  it  in  any  way  whatever. 

10.  Don't  suppose  that  all  the  positions  that  are  to  be  filled  arc  advertised. 
Many  persons  get  good  positions  by  personal  efforts  and  correspondence. 

11.  Don't  hesitate  about  stating  the  salary  yoii  are  at  present  getting,  if  /- 
asked  to  do  so. 

12.  Don't  inclose  a  stamp  for  reply.  If  you  are  given  an  interview,  the 
advertiser  will  be  willing  to  spend  tg^o  cents  on  you. 

13.  Don't  say  "fry  and  call"  for  "Iri/  to  call":  "I  have  got  references"  for 
"7  have  references" ;  "have  began"  for  "have  begun";  "party"  for  "person"; 
"I  seen"  for  "/  saiv":  "I  done"  for  "I  did";  "hair  came"  for  "have  come"; 
"knowed"  for  "knew." 

14.  Don't  write  a  long  letter.    Be  pointed. 

15.  Don't  use  fancy-colored  stationery  or  ink. 

16.  •  Don't  give  up  a  good  position  until  yon  are  reasonably  fcrtain  of  a 
better  one. 

17.  Don't  expect  to  be  paid  unless  you  work.  Hard  work  never  killed  a 
person. 

18.  Don't  try  to  show  the  advertiser  how  well-skilled  you  are  with  a  pen. 
by  scribbling  all  over  the  envelope.  Do  not  use  flourishes  on  a  business  envelope. 
Write  a  neat,  rnnning  hand. 

19.  Don't  use  a  circular  letter,  uddressed  to  nobody  in  particular,  with 
blank  spaces  to  be  filled  in.  The  use  of  such  a  letter  would  brand  any  one  as 
being  worthless.  Write  the  letter  yourself.  Compose  it  yourself,  then  it  will 
as.suredly  show  traces  of  your  individuality. 
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Exercises. 

Write  out  answera  to  the  following  pcnuine  n  pop  advcrtispmciits.  in 

your  exercise  booit,  get  your  lettem  checited  by  a  teachei ,  men  eopy  neatly  in  your 
Correspondence  Blank. 

The  Youno  Men  will  Kindly  Answer  tiik  Following: 


W.WTED. — A  youii);  man  alM)ut 
wvpiiteen  years  of  age.  who  iindpr- 
staiKJR  K)<"rtlian<l  and  Remington 
tyiicwritcr,  arut  who  hits  a  Rood  busi- 
iwn*  (Hliiration,  ciin  swure  position 
with  mnnufnctiiriiiK  cunipuiiy.  flood 
opportunity  for  ndvnnponient.  Ad- 
drp«<  in  own  handwriting,  Box  4S7. 
Telograni. 


WANIKI).— Il<iukkeeper,  for  out- 
of-town  branch  business:  must  pes- 
seiia  frood  buKiness  ability  and  ex- 
ceptional references;  younf;  man 
with  soMip  knowIedRp  of  jfrocerien 
pri'ferri'il.  Address  Box  4Iii.  Tele- 
gram. 

W.^NTKD. — YounR  man  for  ware- 
house and  Htoc'K  room;  pood  writer: 
ri-ferenc-ps  re<|uired.  fiale  Mnnufac- 
tiirinp  Co..  .10  Spadina  Ave.,  Toronto. 


The  Young  Ladies  will  Kindi  y  Answer  the  Following  : 


W.AXTICT). — A  compctfiit  steno- 
jrraplier,  one  with  a  Ivnowledpe  of  booli- 
keeping.  State  experience,  salary  re- 
quireil  and  give  references.  Box  2fi2, 
News,  London. 

WAXTKD.— A  younjr  lady  gteno- 
irrapher  who  underi'tnnds  card  sys- 
tems iiml  vertical  filinfr.  I'nderwood 
machine.  Must  be  a  very  neat  writer. 
-Vddress  in  own  bandwritiiiy;.  Business, 
nidbc  Omce. 


\V.\NTK1). — Assistant  bookkeeper. 
State  age.  experience,  qualiflcntions, 
and  apply  in  own  handwriting.  Re- 
ferences required.  •'^pp'y  Box  162. 
filoho  omce. 


LESSON  41. 

(Jlodol  \o.   lA 
A  Letti;r  of  Censl'rf. 


Mr.  Cecil  Miller, 
Berlin,  Ont. 


Toronto.  Oiil..  Ajtr.  t.  190!). 


Dear  Sir: 

We  have  not  been  plcriftrd  with  Ihr  /•csi(//<  of  ifniir  irork  for  the  last  tiioiilh. 
What  t.s-  the  trorihlef  Our  hookx  .ihoir  a  derided  fnllliig  o/f  in  your  sales  of  last 
month  as  compared  with  those  of  other  months.  Your  territori)  is  qood  and  wc 
naturalhj  expect  good  results  from  it.  Is  it  lack  of  rurrgij  on  ijour  part,  or,  are 
there  good  reasons  for  this  decline  in  husine.is? 

We  are  willing  to  listen  to  anything  you  have  to  .suy  hy  way  of  (.rplanation. 
Please  write  us  at  once  in  regard  to  the  matter. 

Yours  truly, 

Ehy,  Blain  Co.,  Limited, 

per  R.  Day,  See. 


ilelvin  CHou,  Esq., 
Smith's  Falls,  Ont 
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281  St.  Paul  St., 

Montreal,  Que.,  July  30,  1910. 


Dear  Sir: 

Reports  have  just  reached  us  that  your  conduct  during  the  past  ten  days  has 
been  entirely  unbecouting  to  a  representative  of  our  House. 

You  will  at  once  report  to  us  at  our  office  in  this  city,  and  come  prepared  to 
. ..  u.e  in  the  most  positive  manner  the  most  unpleasant  information  we  have 
received;  oiherivise  we  must  ask  for  your  resignation  forthwith. 

Yours  truly, 

J.  G.  McKemle  dt  Co. 

A  letter  of  censure  is  an  expression  of  disapprobation,  often  implying  re- 
proof, addressed  to  a  particular  person.  Tli  -  tone  of  the  letter  is  to  find  fault, 
condemn  as  wrong,  blame,  reprove  or  reprimand  the  addressee. 

The  complications  that  may  arise  in  any  business  are  peculiar  to  itself,  and 
no  correspondent  is  competent  to  deal  with  them  until  he  has  acquired  a  good 
knowledge  of  the  business,  and  of  the  parties  through  whom  or  with  whom  he  ia 
dealing. 

Some  Points  RE  Letters  <  "P  Censure. 


Be  sure  you  are  working  upon 


1.  Write  letters  of  censure  with  great  care, 
facts,  not  rumors. 

2.  Write  in  a  courteous  but  firm  manner,  so  as  not  to  give  offence. 

3.  Always  have  a  desirable  purpose  in  view.  Never  write  a  letter  of  censure 
for  a  trivial  matter,  but  when  you  have  abundant  provocation  for  such,  do  not 
withhold. 

4.  Write  with  due  deliberation,  but  never  in  an  angry  tone. 

This  class  of  letters  is  used  by  wholesalers  who  have  travellers  on  the  road, 
also  companies  who  employ  agents,  and  in  all  general  cases  where  a  person  haa 
exceeded  his  rights  or  his  instructions. 

Exercises. 

Sketch  the  following  letters  in  your  exercise  book,  get  a  teacher  to  check 
them,  then  copy  neatly  in  your  Correspondence  Blank.  Write  each  letter  in  a 
business-like  tone  and  to  the  point. 

1.  You  are  the  secretary  of  The  Lindsay  Shoe  Co.,  Lindsay,  Ont.,  and  the  manager 
aaka  you  to  write  to  Mr.  J.  R.  Anderson,  Osbawa,  Ont.,  who  has  charge  o(  a  branch  store 
at  that  place.  Mr.  Anderson  has  not  lately  been  conducting  the  business  to  the  satisfaction 
of  your  company  and  the  manager  asks  you  to  write  him  a  letter  of  censure  calling  hit 
attention  to  the  fact  that  the  sales  for  the  past  three  months  have  been  considerably  leM 
than  for  the  corresponding  months  of  last  year.  You  have  also  been  informed  that  he  !■ 
addicted  to  speculation  and  that,  he  is  very  rarely  found  at  his  place  of  business. 
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1      .^.  '"'"•  "'•  ^****»»'»  "^P'T'  «'»'»«  food  mtoB.  why  tb*  MlM  art  I«m  •ml  lUt- 

ing  ttat  aartr  in  th*  hiitory  of  tha  bu«in«u  hma  trad*  bwo  lo  dull;  aUo,  Jiut  UUI7  •  mM 
from  Toronto  Iim  optiMd  a  .tor*  on  th*  *am*  ttnwt,  and  through  *xt*niiv*  adv.rtUing  ban 

7^^  '  ^'t  ^'"  *'*''•  ^""  '•"'  '•"  """"'  r«K»'dlng  siMeulation  1.  toUllj  ua- 
fouadad  and  that  whenever  you  were  abwnt  from  th*  .tor*,  you  hav*  bam  away  on  loaw 
bualn*M  conneot*d  with  th*  arm.  ^^ 

«.  Vou  an  MenUry  of  Th*  aie*  Lewi.  Co..  Limit*d,  Toronto,  Ont..  a  whol*Mil*  hard- 
war*  arm.  and  Mr.  R  W.  Porbe.,  Stratford.  Ont..  on*  of  your  traT*IIin«  men,  it  not  Mnd- 
ing  ■  aa  iarg*  and  fr«{u*nt  order,  a*  you  ar*  juitifled  in  *xp*oUng  from  him,  eon- 
•id*ring  th*  Mawn  and  the  Urrltory  auigned  him.  You  hav*  oomparwl  hi.  mI**  with  tho*« 
in  th*  sam*  territory  during  hi.  former  trips  and  and  they  are  eoniiderably  lower.  Writ* 
a  l*ttw  lUtlng  th*  faoU  ••  clearly  a.  pouible.  and  a.k  for  an  explanation  of  th*  light  buai- 
n*M  done.  Make  him  feel  that  you  are  open  to  reaMnabl*  explanation*  and  that  you  wIU 
b*  pati*nt  with  him. 


LESSOH  48. 

Formal  and  Social  Letters. 

The  brief  communicationa  of  formality  and  courtesy  used  to  facilitate  th« 
intercourse  of  polite  society  are  somewhat  diflferent  from  ordinary  letters. 
These  brief  notes  diflfer  from  letters  in  the  following  ways:— 
1.    They  are  more  formal. 

They  are  written  wholly  in  the  third  person. 
The  date  is  usually  at  the  bottom. 

The  name  of  the  writer  is  included  in  the  body  of  the  note. 
Being  formal  and  definitely  fixed  by  u-sage,  they  do  not  allow  an  expres- 
sion of  the  individuality  of  the  writer. 


2. 
3. 
4. 
5. 


Invitations,  Acceptances  and  Regrets. 

A  note  of  invitation  to  attend  some  social  gathering  should  state  clearly  the 
nature  of  the  event,  the  time  of  meeting,  and  also  the  place,  unless  that  will  be 
readily  understood  to  be  the  residence  of  the  person  issuing  the  invitation.  To 
indicate  that  a  reply  is  desired,  the  letters,  "R.S.V.P."  may  be  written  at  the 
bottom  of  the  note.  R.S.V.P.  is  the  abbreviation  of  the  French  words,  Respondez 
s  tl  vous  plait,  meaning,  "Answer,  if  you  please." 

Invitations,  Acceptances,  and  Regrets 

are  of  two  classes.  Formal  and  Informal.  Formal  invitations  are  sent  out  from 
ten  to  twenty  days  before  the  entertainment,  according  to  the  formality  and 
importance  of  the  occasion.  Informal  invitations  may  be  sent  out  only  three  op 
four  days  before. 

In^tations  to  a  wedding,  a  dinner,  or  a  party,  are  sent  in  the  name  of  both 
host  and  hostess.  Those  to  balls,  breakfasts,  luncheons,  etc.,  are  in  the  name  of 
the  hostess  only. 

Special  stationery  is  used,  the  style  and  quality  varying  with  the  constantly 
changing  rules  of  etiquette  and  fashion.    Formal  invitations  may  be  engraved  in 
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■eript,  written,  or  printed  from  type.  Invitation*  to  weddinipt,  parties,  etc..  aiw 
indoaed  in  two  cnvelopea  of  boat  quality.  The  name  and  full  addreia  nhnuld  be 
written  on  the  outside  envelope,  but  only  the  name  r  ^  the  inside  one. 

iliMU'<rj  should  be  sent  promptly,  either  accepting  or  rejecting,  to  all  invita- 
tions to  dinners,  to  an  opera,  to  a  woddinj?  breakfast,  to  a  luncheon  or  a  hull.  If 
you  send  a  note  of  regret,  it  should  state  in  a  few  words  the  reason  for  decliniuK 
the  invitation,  if  sneh  reaaon  can  be  courteously  and  honestly  given.  Always  send 
in  your  ncceptanoe  or  regrets  very  promptly  as  the  hostess  should  know  whom  to 
expect  that  she  may  make  her  arrangement))  accordingly. 

The  answer  to  an  invitation  is  usually  addressed  to  the  sender.  An  answer 
to  an  invitation  from  husband  and  wife,  as  "Mr.  and  Mrs.  P.  Vine."  should 
contain  a  recognition  of  both,  hut  the  envelope  {h  addressed  to  the  wife  alone, 
as  "Mrs.  P.  Vine." 

Observe  the  following  forms  :— 


Form  1. — Weddino  Invitation. 

//«t/H0*aau  0v0MfMa.  jlan«  /:jM.  ^9/if, 
at  ttanf  f>  'c/ocK, 


Form  2. — Acceptance  to  Wedding  Invitation. 

Afr.  and  Mrs.  C.  A.  Nelson  accept  iiilh  pleasure  Mr.  and  Mrs.  J.  W.  Bartlett  's 
kind  invitation  to  be  present  at  the  marriage  of  their  daughter,  Annie,  to  Mr. 
James  Russell  Stevenson,  Wednesday  evening,  June  15th,  1912,  at  eight  o'clock, 
at  their  residence,  .505  Markham  St.,  Toronto,  Ont. 


lOB 


F©m  S.— Dinner  Invitation. 


Tom  4.— Answer  to  Dinner  Invitation. 

.l/r.  am/  .Vr»,  T.  H„l,s  ucipt  uilh  pl,ai>un  Urs.  V  .  //.  Wihon',  ki>,.t  inri. 
'ation  for  diniur  on  (),l„l„r  :Jllh,  at  six  o'dock.    til,'  Jariin  Street, 
or  Nimply  reply, — 

, .    .'"'■•  "'"f.  •'^7-  ^-.^"f"'  '"*■•  "'«'*  /''ta.,Mr.  •«  i'ccepting  Mrs.  W.  //.  WiUunS 
htna  tnvttatKm  for  October  2ith. 

Wedding  Annonncementi.-Sometiino8  a  printetl  note  or  card  \h  iiwiied  after 
a  marriajfo  rtat.riK  the  faet  and  date  of  the  mnrriaffe  and  lli.  time  niui  nlaee  at 
which  the  new  coupl.>  will  Im.  -nt  hom-"  to  receive  their  friends.  This  plan  Ih 
often  used  when  only  «  few  .-ould  b..  invited  to  witness  the  .narria^c  eeren.onv 
yet  the  parties  wish  to  ha.-  a  large  niunb,T  of  fri.-.uls  fe..l  that  they  have  not  Imh^, 
lorgotten. 

The  following  is  a  common  form:— 


//*>f/ft^ay.    fune  /*>mM.  ^9ff6. 

€23  ^a/mfrsAm  .C/**., 


Toronto,   Vytt/. 


no 

WflMiiff  AuiftmriM.— '1  n  nl  annivprMry  k  rallpti  tho  r»|>«T  Wed- 
dinff;  fifth,  Wooden  WcddinR;  tenth,  Tin  Weddini;  fiflrenlh,  Oysital  (rIam) 
Wedding;  (M'«n(t<fA,  China  Weddinfj  twenly-fi/lh,  Silvir  WwidinB;  IhirlUth, 
Pearl  Wedding;  fortitth,  Coral  Wwlding;  forty- fifth.  Hp..n»'  Wi><ldiiiK;  /(/»<»*, 
Golden  Wedding;  and  the  Bevsnty-ftfth,  Diamond  WwJding. 

LeTTEIU  or  CoNOKATtlLATION. 

A  Letter  of  Congratulation  i«  one  writt(>n  to  a  friend  ii|M>n  bin  iiinrrinfre, 
hia  pr«>nioti(in,  bin  eloetion  to  wimo  ofllcc  or  hiorh  pt.^ition,  liiH  rtf»'ivin(j  a  Ifitncy, 
or  hia  auccew  or  good  fortune  anywhero.  A  Iftter  of  thin  kind  nHouKI  U'  mnvt-n 
and  naturW.  rather  than  formal  and  iMTfiim-tory,  and  if  jui«tifU'd  by  the  n-liitiona 
of  the  persons,  may  lie  familiar  and  collo<|uinl. 

Model  Letter. 

96  Barton  St., 

Hamilton,  Onl.,Jaii.  10, 1907. 
My  dear  Sir: 

I  learn,  with  very  great  pleaMure,  that  you  have  »ecurid  a  rr^/miisihl,-  position 
with  The  Canadian  General  Electric  Compain/,  of  Toronto.  Permit  me  to  con- 
gratulate  you  most  heartily  and  wish  for  you  a  future  of  unlimited  »uccr»s. 

1  trust  that  you  will  keep  me  fully  advised  of  your  proijress. 

dincercly  yours, 

J.  II.  Gorman. 
Mr.  Harry  Rogers, 

Toronto,  Ont. 

LKTTEIIS  ok  CoNDOLENCt;. 

A  Letter  of  Condolence  is  one  written  to  n  friend  wh(t  has  undergone  some 
great  loss  or  bereavement.  Its  sole  object  is  to  let  your  friend  know  that  you 
share  in  his  suflFerinR  and  synipathi/e  with  bim.  \<>  arfrinnent  should  \h>  ad- 
vanced with  the  intention  of  eheckinp  the  sorrow  of  fhc  berenvcd.  lie  is  cxpccfi'd 
to  mourn,  and  any  argument  to  the  contrary  would  be  rcpuj-'iiatit,  not  sympnthe- 
tic.  One  should  write  naturally,  a'  -s  ho  roi.Uy  fccLs,  and  in  a  way  to  express 
a  sincere  sympathy  that  will  be  n  welcome  to  tin' alllicti-d  one. 

The  following  letter  is  only  a  type  of  many  different  styles:— 

London,  Ont.,  July  in,  1906. 
My  dear  Russell: 

My  heart  goes  out  to  you  in  deepest  sympathy  in  this  hour  of  your  great 
affliction.  I  have  experienced  the  same  trouble  and  know  the  deep  shadow  that 
darkens  your  spirits.  Time  ivill  lighten  it,  though  the  sadness  will  never  pass 
entirely  away. 

May  God  sustain  and  comfort  you,  is  the  prayer  of 

i'our  sincere  friend, 

J.  W.  Winger. 
Mr.  Russell  Chant, 

Ottawa,  Ont. 


n 

LerruiH  or  Frik.ndmiiii.  or  ArrKcrion. 

Nora  A  Pkw  Hi;o«Kirrn).\B. 
1.     Writ.,  in  a  riuturul  Hf.vl...  not  «  formal  .,„...     V-ur  l.-ttrr  nhoul.i  ranm 
the  rec..p.ent  to  fc.!  th.t  he  ha.  b«.„  f„vor..l  w.th  «  .l,.l.«h,r»l  .'Lil  tt  .  f/.rZ 

writfa  f^lJl  lT'""*v'"  ''■'"'"''•'rn  «"  ^rito  «„ti.|.v  l.tfrH.  Alwav.  try  to 
wr  te  a  faulticM  Mtcr.  Never  H<,.rftwl  „»  ..h.-ap  ,,„,M.r,  or  write  a  iK'nci  ed  letter 
to  the  dearest  fr.end  one  han  in  the  world-father  or  mother 

when'youtrl'^rili;:;.''"""  '"  ""''"''  •"•■  •"■"^"'«  "'  "  »"-"-  '•'"- 
;U«tun.     li^'.  Flli")" '"  "'  •"^'  '"""■•••  '^•«""""«  -  t'-  --^t  line  Wlow  the 

...^.:;::^ij;n^C^:T:rr:--^^^^^^^^ 


Exercises. 

^h.JYy!"^  ^^'  following  letter,  i„  your  ex..rei«e  bm.k.  get  a  teaeher  f.  eheek 
them,  then  copy  m  your  Corresponden.-,.  Blank.  i  «  n<r  to  ,h.(k 

Ih.  invi*  h''  '"''  *'y='  •'■  •"*'"""•"  """"  ^'''  *^'""    ■^"^»'"  *"  '""""  at  five  o'clock     Writ, 
the  invitation  requesting  ..n  nniwcT.     Sii,,,,!.   all  ,M,,iI,.  »v  nve  o  tmcK.     write 

2.     Write  nn  iirfvplmice  to  the  ulxive 

4.  Write  nn  "cocpinncc  to  \o.  :). 

5.  Write  regretii  to  No.  3. 


SECTION  4. 


LESSON  43. 

A  Model  Circular  Letter. 
No.  1. 


Mr.  James  Pettit, 
Grimsby,  Out. 


Hamilton,  Out.,  Sept.  1,  1907. 


Dear  Sir: 

IVc  hircu-ith  enclose  statement  of  your  account  to  date  and  request,  as  a 
special  favor,  that  you  send  ns  a  remittance  before  Oct.  1st.  On  that  date  a 
change  tvill  take  place  in  the  management  of  our  business,  and  u-e  are  desirous  of 
closing  all  outstanding  accounts  before  then. 

Mr.  Wallace  Briggs  will  retire  from  the  firm,  and  will  be  succeeded  by  our 
general  manager,  Mr.  Robert  Holmes.  After  Oct.  1st  the  firm  ivill  be  known  as 
Steele  &  Holmes. 

Trusting  that  we  may  receive  balance  due  at  an  early  date,  and  soliciting  a 
continuance  of  your  patronage,  icr  remain. 


Yours  very  truly, 


I  nelosure— 

Statement  of  account. 


Sleeli  cf  Briggs. 


Model  No.  2. 


J  Ashurg,  Pa.,  Dec.  jr.  I'lOr. 


Messrs.  A.  J.  Michie  &  Co., 
Toronto,  Out. 


Gentlemen: 

At  the  conclusion  of  another  busy  year  we  take  advantage  of  a  lAenxurntih 
opportunity  to  send  you  our  cordial  greetings  and  hearty  expressions  of  good 
will.  We  are  deeply  grateftd  fr  "u  many  valued  favors  you  have  so  kindly 
accorded  us,  and  ask  that  you  accept  our  sinccrest  thanks. 


11;} 

During  1907,  prosperity  has  been  quite  gcncrcUy  distributed  thn>u(jhoiil  the 
diversified  fields  of  commercial  activittj.  We  have  earncsthj  endeavored,  through 
conscientious  effort,  to  merit  our  share,  and  sincereh/  hope  that  you  have  been 
most  liberally  remembered. 

As  the  new  yiar  npimmches,  we  fc< I  oursdns  possessed  with  an  laqer  dr.sirc 
to  c.rcrl  the  precedimi  one.  This  we  shall  do  by  increasing  the  efficiency  of  our 
factories  and  nsing  every  means  at  our  disposal  to  bring  the  Heinl:  products  to 
a  still  higher  degree  of  perfection.  Isn't  this  a  laudable  purpose.*  Dor^i  it  not 
merit  your  approval?  If  so.  may  we  he  as.^iurd  of  your  hearty  co-opcrnlionf 
hi  brief,  prrmit  us  to  realize  that  in  19(H  you  will  be  talking  and  pushing  the 
uucjcelled  :t7  varieties  to  the  best  of  your  ability. 

As  a  favor,  we  should  like  to  hear  from  you  fnquently,  with  suggestions, 
ideas,  and  friendly  rrilirisms.  Our  iiil,  rests  are  closely  allied:  in  fact,  there 
seems  to  br  sort  of  a  m  ighhorly  fei  ling  b,  tween  vs.  This  is.  without  a  doubt,  the 
result  of  the  pletuunf  nhilimis  that  have  hrrrlofore  ,.risl)d,  and  which  we  shall 
strive  with  unswerving  purp.ise  'o  have  continued  unbroken.  As  the  future  dawns 
in  view,  shall  wr  not  h<  muliiallii  desirous  of  having  all  our  dealings  decidedli/ 
yleasant  and  very  friendly* 

With  nviny  good  wishes  for  a  successful  year  and  awaiting  the  pleasure  of 
yttur  commands,  ice  remain. 


Yours  very  truly, 


B.  J.  Heintz  <£-  Co. 


Cireular  letters  an-  letters  wliieli  are  identieal  in  teriiis,  althonsli  sptit  to  dif- 
ferent persons.  There  are  many  (leeasions  for  a  business  man  to  write  at  the 
same  time  the  same  letter  to  dozens.  Imndredy.  or  thousands  of  persons.  They 
are  urenerally  wrilti'ii  for  the  purpose  of  solieitiu'.'  trade  or  of  making  announer- 
ments  .)f  general  interest.  Xotifieatiotis  of  ehan<res  in  partnerships,  removals, 
instructions  to  ajjonts.  speeial  sales  and  offers  and  announcements  of  new  impor- 
tations, are  often  made  in  this  manner. 


XOTICE  THE  Poi  l.O'A  INC  PoINTS: 

1.^  In  order  to  be  effective,  eireuhir  letters  slumld  be  prepared  with  mueh 
eare.  Thousands  of  dollars  are  spent  in  sending  eheap-lookinc:  letters  Ihrouirh 
the  mails.  It  is  ])ure  wa.'^te.  They  should  be  neat  in  appearance,  clear  in  arran-;e- 
ment.  and  every  art  should  be  em|)loyeil  to  mak<'  them  attractive  and  readal)lc. 

2.  They  .should  be  sent  out  systcmal  ically.  and  if  one  is  followed  by  another, 
they  have  a  eumidative  elT'ect  which  accomplishes  the  desired  result. 

•"3.  A  eircular  letter  should  be  u'ivcn  a  personal  touch.  In  this  way.  your 
letter  >vill  closely  resemble  an  ordinary  letter. 

4.  Letters  makiufr  an  offer  should  Hmit  the  time  within  wliieh  it  riiiiy  lie 
arcrpted.  This  h;is  the  .iTeL-t  of  arousin:,'  a  livelier  interest  in  the  otTer  and 
makes  it  appear  si)eeial  and  more  personal. 

5.  Cireular  letters  are  usually  type-written  by  jireparin"?  a  stencil  co])y  for 
mimeograph,  neostyle  or  dupligraph.  From  the  stcni>il  copy,  several  hundn-ds 
can  be  run  off  in  a  few  minutes. 
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6.  Circular  letters,  although  reproductions  of  type-writing,  may  be  sent 
through  the  mails  as  third-class  matter  (two  ounces  for  one  cent)  when  not  less 
than  twenty  identical  copies  separately  addressed  are  mailed  at  the  post-office  at 
one  time.  A  circular  does  not  lose  its  character  as  such  when  the  date,  head- 
ing, name  of  the  addressee  and  name  of  the  sender  shall  be  written  therein  nor 
by  the  correction  of  mere  typographical  errors  in  writing.  Writing  or  stamping 
by  hand  a  name,  date,  or  anything  else  in  the  body  of  a  circular  to  complete  its 
sense,  or  to  convey  special  information,  makes  it  first-class  mail  matter,  the  same 
as  ordinary  sealed  letters. 

7.  The  length  of  a  circular  letter  should  depend  upon  the  class  of  people 
addressed.  If  they  are  paid  to  read  your  letters,  write  just  what  you  want  to  tell 
them.  If,  however,  they  are  people  whose  attention  you  are  trying  to  win,  study 
how  to  get  that  attention.  If  they  get  many  letters,  make  vour  letter  as  short  anil 
clear  as  possible.  If  they  rarely  get  letters,  it  may  be  well  to  write  a  lengthy  letter 
in  an  attractive  style.  If  you  desire  an  answer,  inclose  a  self-addressed,  stamped 
envelope  or  a  self -addressed  postal  card,  according  to  conditions. 

8.  Study  illustrated  form. 

Exercises. 

Sketch  the  following  circular  letters  in  your  exercise  book,  pet  a  teacher  to 
heck  them,  then  copy  in  your  Correspondence  Blank  :— 

1.  Bates,  Snider  &  Co.  are  enf;ago,l  in  the  wholesale  dry  goods  business  at  412  St. 
Paul  St.,  Jlontreal,  Que.  Jlr.  Snider  lia.  retire,!  from  the  eoneern,  and  two  senior  clerks, 
named  Morris  and  Gray,  have  been  admitted  to  sueeeed  Iiim.  The  style  of  the  new  firm  will 
be  Bates,  Morris  &  Gray.  Prepare  a  circular  to  be  sent  to  customers,  notifying  them  of  the 
change,  and  soliciting  a  continuance  of  favor  to  the  new  firm. 

2.  The  mercantile  establishments  of  X.  BlacUstoek  &  Co.  and  T.  Torrance  &  Co.,  of 
Toronto,  Ont.,  have  united  under  the  firm  name  of  Blackstock.  Torrance  &  Co.  They  will 
devote  their  attention  principally  to  the  commission  business,  in  which  the  shipping  of  pro- 
duce will  form  an  import.int  feature.  Write  a  circular  letter  in  the  name  of  Blackstock, 
Torrance  &  Co.,  from  ICIS  Colborne  St..  Toronto.  Ont.,  making  this  announcement,  and  em- 
bodying in  the  letter  a  paragraph  stating  tliat  owing  to  their  experience  in  the  business  they 
venture  to  say  that  they  will  be  able  t^i  execute  any  commission  intrusted  to  them  with 
satisfaction,  and  that  neither  zeal  nor  attention  will  be  w.anting  to  insure  to  their  patrons 
every  advantage  that  the  markets  alToid.  .\.Idress  your  letter  to  Mr.  Albert  Tweedle,  Bur- 
lington, Ont. 

3.  Mr.  Andrew  Monteith  is  a  young  attorney.  lie  studied  law  with  Alalone,  Malone 
and  Holden.  Toronto.  Ont..  and  has  hud  tlire-  years'  practical  experience  with  them.  He  is 
•bout  to  establish  otlices  at  ;{2  I.awlor  Biiililinj/.  Toronto.  Write  a  circular  letter  to  be  sent 
to  a  selected  list  of  individuals  announcing  this  fact.  Announce  his  endeavor  to  act  with 
promptness  and  emciency.  as  well  as  with  a  due  regard  to  economy  in  all  matters  intrusted 
to  his  care.     Write  from  32  Lawlor  Building. 


LESSON  44. 

Form  T>etters. 

An  advertising  campaign  of  any  magnitude  necessarily  involves  the  use  of 
letters.  It  may  be  letters  to  prospective  buyers;  it  may  be  letters  to  dealers,  or 
letters  to  agents.  Such  letters  affect  most  vitally  the  advertising  work  and  should 
receive  the  most  careful  attention. 
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"When  an  advertiser  takes  the  trouble  to  address  a  letter  to  a  particiiiar 
individual  and  puts  a  two-cent  stamp  on  it  so  that  it  may  receive  attention,  it 
behooves  him  to  make  that  letter  as  intensely  interesting  to  the  person  to  whom  it 
is  sent,  as  he  possibly  can. 

The  letter  must  not  only  interest  the  receiver,  but  it  should  impress  him  with 
the  correctness  of  the  argument  which  it  advances.  To  tlo  this,  the  facts  as 
stated  in  the  letter,  must  be  absolutely  true  and  susceptible  of  proof.  Anything 
in  the  way  of  saicasm  or  anythinj;  which  might  make  the  reader  think  thata  slur 
on  his  good  judgment  or  his  ability  to  discriminate  or  appreciate  a  .^ood  thing 
was  intended,  should  be  carefully  avoided.  The  lett.-r  should  not  be  lorif;  .Irawn 
out,  but  should  come  to  the  point  as  <inickly  as  possible  and  present  that  point  in 
the  most  forcible  manner. 

The  most  of  ns  have,  at  some  time  or  other,  answered  an  advertisement  in 
the  magazine  and  have  been,  in  conse<iuence,  the  recipient  of  a  series  of  "form- 
letters,"  sent  out  by  the  advertiser  to  all  inquirers. 

There  are  all  kinds  of  form-letters.  Some  are  bad,  some  are  worse,  and 
some  are  good,  while  a  very  few  are  really  excellent. 

:Most  form-letters  are  of  a  stereotyped  style.  Tliey  bear  no  r(>s.'nil)lani!e  to 
a  per.  onal  letter  which  a  man  would  sit  down  find  diefate  in  answer  to  an  inquiry 
from  a  correspondent.  They  have  a  lack  of  life,  a  lack  of  personal  interest  in 
you  as  an  inquirer  who  is  seriou.sly  interest.-d  in  the  proposition  of  th.'  advertiser 
They  bear  on  rlieir  faces  the  evidence  of  liavinjr  licen  cast  in  a  mould,  witii  very 
little  individuality  pulsating  through  the  lines. 

The  letter  of  inquiry  if  intelligently  read,  read  not  onlv  for  what  tiie  written 
words  proclaimed,  Imt  for  what  was  shown  "lu'tween  the  lines."  would  often  give 
a  key  to  the  character  of  the  individual  writing  it.  which  would  eiial)le  a  personal 
answer  to  be  dictated  that  would  appeal  strongly  to  the  in.iuirer  and  whieh  would 
enable  the  advertiser  to  make  an  impressioti  in  favor  of  liis  proposition  which 
could  never  be  accomplished  by  the  orditu.ry  form-letter. 

Some  advertisers  intrust  the  answering  of  all  inquiries  to  a  first-class  cor- 
respondent who  would  dictate  to  a  stenographer  a  prr^t.ual  and  individual  reply 
to  evcrtj  inquirer. 

If  an  inquirer  after  your  goods  caiue  into  your  store,  you  wonldii  't  hand  him 
a  printed  letter  :.•',;  oxpect  that  to  make  a  snle  for  you.  "llis  imiiiiries  would  be 
answered  by  a  cj-able  salesman  who  would  can'fully  explain  things  to  the  pro- 
spective customer  and  who  would  use  all  XiU  arts  and  abilitv  as  a  salesman  to  close 
the  contract.  Why,  then,  is  it  not  worth  wliile  to  take  the  trouble  of  sending  to 
each  inquirer  a  special  answer  to  his  particular  in(|uiry.  an  answer  whieh  would 
be  full  of  the  life  and  individuality  of  the  person  dictating  the  letter? 


^loDEL  FoR.M  Letters  U.sed  tu  FdM.ow-i-p  I'RospErTivE  Clsto.mers. 

No.  1. 


"Dear  Sir. 


On  Aug.  21,  at  your  request,  wc  furnished  you  with  information  regarding 
■particular  features  of  our  systems  that  in  our  previous  communications  we  have 
not  explained  satisfactorily.  Not  having  heard  from  you  sine,  that  time  wc  fear 
that  possibly  even  this  latter  explanation  did  not  furnish  you  with  all  the  particu. 
lars  you  desire. 
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//  our  explanations  are  not  perfecthj  clear  we  must  ask  your  indulgence  for 
thus  extending  the  correspondence  perhaps  beyond  the  ordinary  confines  of  busi- 
ness  usage,  but  we  assure  ifou  that  if  you  will  give  us  another  opporlunil,,  of 
furmshmg  further  explanations  we  will  give  your  letter  such  very  careful  atten- 
twn  and  endeavor  to  make  our  reply  so  exhaustive  that  it  will  not  be  necessary 
to  impose  further  upon  your  time. 

Yours  very  truly," 

-Fdllowup  Form  f-.tl.-r  \...  I  «mu1,I  be  sent  out  about  10  dnys  uftiT  uniwering  letter 
to  original  inquiry. 


AH. 

XOTK. 


No.  2. 
"Dear  Sir: 

//  the  information  that  ur  fnrnixhed  you  in  our  letlir  of  An?.  21.  and  In 
which  we  caUed  your  attention  on  .\iiqr.  :}{,  was  not  satlsfacloni,  arc  we  not  /<; 
have  an  opportunity  of  furnishing  you  with  further  information?  Wc  feel  sure 
that  wc  can  give  you  the  information  you  desire. 

Possibly  in  the  meantime  you  have  looked  over  our  catalogue  and  literature 
again  and  have  decided  about  what  equipment  you  will  require  to  give  onr  .i„stem 
a  thorough  trial.  This  equipment  we  will  gladly  send  on  approval  lo  he  returned 
to  us  at  our  expense  if  after  a  thorough  trial  you  do  not  find  that  it  rovrr.t  uour 
requirements  fully. 

Does  any  other  concern  offer  you  such  iii      -ements? 

Yours  very  Iruhi." 
A.B.  ;?. 

NoTE.-Follo«-.up  F,)nM  fetter  N«,  2  «onI,|  1».  e,.nt  out  about  10  .la.vs  :,fter  Form  I.ptt.-r  No.  I. 


'Dear  Sir: 


.\o.  3. 


In  referring  again  lo  your  e.iieemed  favor  of  Aii<r.  l^  we  do  not  wish  to 
annoy  you,  but  we  are  very  much  interested  in  sernring  an  order  from  i/oii.  We 
know  that  an  order  would  demonstrate  our  ahillhi  lo  give  you  prompt  mid  solis- 
factory  service.    The  goods  themselves  would  drmonslrafe  their  own  high  quality. 

If  you  will  inform  na  in  what  manner  your  order.'!  are  placed  and  at  about 
what  time  you  make  purcha.se.'i  of  rquipmnit  i„  your  line  Ihi-.  information  will  he 
greatly  appreciated. 

If  you  hare  under  contcmplalion  „ny  furlher  systems,  we  hare  had  an  ex- 
tended crpericnec  with  sy.'^tem.'<  for  every  purpose  and  undouhtedli/  could  offer 
you  some  sugge.<itions. 

The  object  of  onr  letters  has  been  to  impress  upon  you  the  desiraliililif  of  deal- 
ing with  IIS  not  only  on  a  purely  quality  and  price  ha.vs  but  also  beeause  we  can 
offer  ui  addition  to  these  considerations,  the  assi.itance  of  a  thorough  knowledge 
of  .v'slems  and  their  applicalion  to  nil  branches  of  htt.sim.s.s: 

Yours  very  truly," 
A.B.—E.W. 

NOTE.—Fol low-up  Form  Letter  No.  3  would  1„.  s.„t  out  about  10  .lay:*  after  Form  Letter  No.  2. 
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£X£BCISES. 

Prepare  the  following  fonn  Ulttrs  in  .your  cxerfise  book,  get  a  t.-ucLer  to 
cheek  thcni,  thuu  copy  ueutly  in  your  Correspondence  Blank.  If  the  K-aeher 
<leeni.s  it  necessary,  any  one  of  the  Form  Letters  as  evolved  from  e.xerci.s.s  ImIow 
could  be  used  for  stencil  copy,  fn-m  wlii.h  !,.,i  to  a  tliousand  copies  coi'ild  b-  mad.- 
Irom  one  Form  Letter.     Consult  your  teacher. 

1.  i'lcpaie  a  >eiic»  ot  F,„,„  i..ti,.,-.  /,.,„,  /.  ,'.  «,„/  .J.  t„  u.  „„.,i  i,,.  •i|„.  .  ,l„;H..\Vei- 
meke  Co.,  Ltd.,  .■Strallonl.  O.a.,  mami.ae;  ur...  „t  ••j;ia,lir"  li,»,k  Ca-e-.'  u-ii.g  ll,..  idea, 
HUgjfustud  11.  ll.««  paragiapi,-.  a,  w-U  a.,  i.l.a,  ,.l  f^^n.ux.  Anions  tlio  t.,»ciiliaN  of  a 
perfect  ,ec-ti...ial  Look-case  are  tl...  f.^llowin;.-  ,1,  .ui  attiartiv,.,  liand^u.nf  a|.i,i-..ra.,..e,  suit- 
able to  the  «.iiroundii.Ks  of  any  lil^iary;  ,.',  a  tl...ion....,lv  ,.u,l  ,,n..f  .•,.„stn„.tmn  that  «;il 
properly  prot.cl  tfa-  ..ontrnis;  ,:i;  a  d  .or  Hut  will  op.Mut..  ,...,iiy.  «itl,.M.t  Wudin-.  and  that 
IS  devoid  of  ('..niplicitcd   iii.iliaiiiMii   to  get    out   of  oidT  or   iiil..rtVr,.    .^illl   and   daiii.i  'o  the 

tops  of  Looks;    (i,    and   l.,,t,   l,al   of  pi'oh.Mv    tl,'  yr.Ml>.  t    imiM.itann..  ..    ,«.ri,rl    i rln,.:^,,^; 

:  rraiig,.m,  fit.  Jl,e  attni.tiv,.  ap;,eaiainv  .oid  suitability  to  any  surr..un,linir.s  of  the  (Jlobe" 
Wernu'ke  •■Kla>lic---  i;,,ok  ea„.  a.v  fully  ,li-MM„,tr.,t  • !  I,y  thr  rhu.uM'V  n,  t!i,.  l.,n.es  and 
otiices  in  wliich  it  is  found.  tM-,.iM  tlie  ..Ilic,.  oinprisiiiif  desk  ioi>;ri  only.  «i(h  a  single  unit 
of  books  irnmnt.d  on  lop  of  desk,  to  Ha.  ,.|.'«antiy  appointci  apartiiion'l-  of  prosperous  pro- 
fessional and  businr.,  men.  the  •Khi^tic'  a.nk  eiv.  in  a  lini-h  appro;, ri.it,.  to  its  surround- 
ings, may  be  fouml  in  daily  use.  In  fact,  wo  aiv  ihr  ..riiiinaiurs  of  tlir  •Inif'  idea  in  IJook- 
cases  and  Filinj»  Cabinets. 

Fitteil  over  the  doors  of  radi  unit  aiv  .■lasii,-  strips  protMfiinu'  tln'  ■■i.ntents  fn.ni  du-,t 
and  dirt. 

To  prevent  binding;  and  facilitate  oprratiiiL'.  thi.  doors  .uv  lit!.- 1  with  a  mo-l  in-enious 
device  that  is  simple,  occupies  no  book  sjjace  and  i^antiot  rub  the  tops  <.f  books. 

The  interlockin;;  device,  for  att  icliini;  one  unit  to  another,  is  a  -itnple  one,  beinj;  a 
mital  band.  This  band  r..nM,ts  ,,f  luL'Idy  Mnislud  metal,  is  li;;ht,  stroii;,'.  Im-.iuI  ifully  iinish.Ml 
and  makes  an  attractive  trimmini.'  for  the  end  of  the  casi'. 

We  manufacttir..   rnils  of  thic'  diircrcnt   depths   and   of  seven   dilTerent   hiusflifs.     Top 

and  Jiase  l,;nits  are  mil.,  t..  corre-| 1   with  the  various  styles  and  sizes  of  Book  fnils  and 

are  three  inches  hijrh,  outside  measurement. 
All   I'nits  are  mad(    in  six  grades. 
No.  1!>S.— Plain  Oak. 
Xo.  20S.— (Quarter-sawed  tii.'iired  (lak. 
No.  29l>.— (Juarter-sawid   han.l-ciiMely  fiirr  ed  Oak. 
No.  207. — Quarter-sn.vcd  fl^-iiii'd  weathered  Oak. 
\o.  .3ns.— Hirch.   linislid   iu   imitation  of  dark   Mahojjany. 
No.  .5ns. — Oenuine  Mahojjany.   • 
Prices,  $I.(iO  l.i  .■«4.."iO  a   I  nit.  .icorditii;  t-'  ■_'rade. 


LESSON  45. 

FlLIXd  COiJid.Sl'OXDKXCH. 

A  copy  of  all  important  business  btters  that  are  sent  out  should  lie  kept  on 
file  in  some  way.  Some  small  firms  rely  upon  the  stenosirapher's  note  Itook  and 
Jo  not  iiresiTve  any  other  copy  of  outgoiiic;  letters.  Others  keep  earlioii  eopj.s 
of  all  letters.  When  .vou  keep  a  copy  of  each  otitor)in,u'  letter  as  well  as  thi> 
oriorinal  ineomin!;  letter,  it  is  imperative  that  .vou  install  some  form  of  system 
in  your  office  to  aid  you  in  dassifyino:  your  letters  fi)r  futtite  referenp(\  The  most 
popular  and  up-to-date  system  used  to-day  is  eallerl 
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VeBTICAI.  FlLINO. 


FiQ.  1.— Iiifiinniitiiin  is  qiiiokly  olitainwl. 

The  Vertical  System  ..f  tiliiij;  Ifttrrs.  as  wfll  as  invoices,  orders,  legal  matter, 
documents,  etc.,  is  being  generally  adopted  as  the  most  convenient  and  accessible 
of  any  system  of  filing.  All  papers  are  Hied  on  edge  in  an  ni)riglit  position  and  in 
numerical,  alphabetical,  classified  or  geographical  order.  Tiie  fundamental  idea 
of  all  correspondence  filing  as  practiced  to-day  by  tiie  use  of  the  Vertical  Filing 
Cabinets  is  to  bring  together,  in  on-  folder,  all  l.-tters  to  and  from  each  corre" 
spondent  or  referring  to  any  given  su!),jeet.  To  do  this  detached  sheet  copies  are 
taken  of  outgoing  mail,  by  any  of  the;  various  methods  now  in  use.  Each  copy 
is  placed  with  the  letter  it  answers  in  the  saui-  fohler.  Folders  an-  filed  vertic- 
ally in  the  cabinet  drawer  so  that  any  f..lder  w.ny  be  taken  out  and  put  back  with- 
out disturbing  the  others. 

GriDE.S  AXD  Fol-DERS  FOU   CabiNETS. 

Guides  arc  the  larg.'  i)aper  cards  or  divisions  made  from  stiff  manila  which 
have  tabs  at  the  top  projecting  abov.-  the  fol.lcrs  and  all  other  i)apers  filed  in  the 
large  filing  drawers.  These  tabbe.l  gui.le  eards  are  nsed  f(»r  qnicklv  locating  the 
proper  places  in  which  to  file  pap.>rs  for  future  r.-f.'rence  as  well  ..„  locating 
papers  which  have  been  previously  filed  i-i  the  filing  drawers. 

Folders  are  the  large  env.'lopes  made  from  stiff  manila.  of  a  trifie  lighter 
weight  than  the  Guides,  and  which  contain  the  papers  of  each  letter  or  number 
They  are  folded  so  that  the  back  part  proje.-ts  above  the  front  and  upon  the  pro- 
jection is  printed  the  letter  or  number.     (See  Fig.  2.) 

Two  Gener.vl  Arr.\noementp. 

The  two  most  commonly  u.s<"d  systems  are  the  arrangement  of  guides  and 
folders  upon  which  are  printed  the  letters  of  the  alphabet,  and  which  is  familiarly 
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called  the  Alphahflical  Simtem;  tin-  other  system  eonswts  of  giiiilfs  and  foKlers 
with  numbers  on  and  which  is  enllod  the  Xiuncrkal  Sii.itrni. 

ALPII.VBETIfAI,  SVSTKM   OP    VkUTICAI.  FiI.IXO. 

Alphabetical  filiriR,  by  name  of  correspondent  or  subject,  is  best  suited  to 
some  business  houses. 

A  folder  is  assigned  to  each  correspondent  or  sul).jcct.  whose  name  is  written 
on  the  projecting  back  edge  of  the  fold.-r.  Th..  fold.-rs  are  lil.'d  alphabetieuliy 
with  al|>hal)etical  fuidcs.  Dctache.l  sheet  copies  ol'  (iiitvointr  l.-ttcrs  are  tukeli 
and  are  tiled  in  ohUt  of  date  in  cacli  folder  w  ith  letters  received. 

It  is  a  eonmiendable  |)lnii  to  use  an  alphabetical  folder  in  front  of  each  alpha- 
betical guide.  For  example,  in  front  of  guid.'  printed  Cas,  th.-re  will  b.-  arranged 
a  folder  also  printed  Cas.  Then  tiie  lett.'rs  and  papers  of  this  sub-division  will 
be  filed  in  the  folder  instead  of  simply  Ix'tween  the  guides,  and  so  on  with  each 
8ub-divi.sion  in  the  alphabetical  arrangement. 

The  advantages  of  this  arrangement  aiv  that  small  papers  and  postal  cards 
do  not  become  lost  among  t!ie  larger  sheets,  thin  papers  cannot  crumple  down 
and  become  mixed  up  with  tiie  i)apers  of  other  snb-divisions,  and  when  it  is 
desired  to  take  the  papers  from  (me  or  more  sub-div!sions  to  vonr  desk  or  any 
other  part  of  the  office,  the  folders  are  witlidrawn  from  between  the  guides  and 
the  contents  will  (.pen  up  before  you  like  a  l)ook.  AVhen  thrmigh  with  them,  the 
printed  letter  at  the  to[)  of  the  I'oldi'r  indicates  its  proper  place  between  the  guides 
in  the  filing  drawer,  thus  greatly  reducing  the  possibility  of  making  mistakes. 

Individual  folders  may  be  devoted  to  concerns  with  whom  an  unusual  amount 
of  letters  and  papers  are  exchanged  by  simply  writing  the  name  of  the  concern 
on  the  top  of  a  blank  folder.  Then  only  the  l..)ters  and  par.ers  to  and  from  this 
concern  are  filed  in  this  folder.  The  folder  is  i.laccd  in  the  filing  drawer  between 
the  alphabetical  guides  aeeor.ling  to  the  name  of  the  firm,  and  in  front  of  the 
alphabetical  folder,  as  ilinstr.it.'d  in  Fig.  2.  All  other  papers  filed  under  the 
same  alphalx'tieal  sub-division  are  i.laced  in  the  alphabetical  folder  which 
amounts  to  practically  a  folder  for  niis'-ellaneius  papers. 


^  ^.  t    , 


Fiii. 


-.\l[)lialiiioal  fiiiiilc  ami  Folders. 
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Card  Indexes  are  not  n-qiiimd  for  p«p«'rs  filed  in  alphabetical  syntein. 

Where  the  nmimnt  of  biisinewt  with  atiy  pnrtieuliir  firm  is  very  Inrjfe.  as  in 
the  ease  of  branch  offices,  large  dealers,  ajjents,  etc.,  the  name  of  the  firm  or 
branch  may  be  written  \ty  .1  the  tal)  of  a  blank  Kuide  and  in  front  of  the  Ruidr 
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Flo.  3.— Folileirt  on  wliicli  ;iiv  Xaiiiiv-i  of  MoiiUh. 

arrange  folders  printed  with  the  names  of  the  ni.mths.  Then  all  papers  and 
letters  to  and  I'n.in  X.  .M.  Urown  &  Hro.  duriiijj  the  month  of  .Iimiiiirv  arc  fil.-d  in 
the  January  folder,  and  so  on  throiiErhout  the  year.  (See  Fi<r.  ;l.)  This  system 
may  be  used  in  either  the  Alphatietieal  or  Numerical  sy.stenis. 

Vertical  filing  drawers  may  be  divided  into  two  ..r  thrc  compartments  and 
each  compartment  have  a  complete  alphabet icjil  sy.stem. 

NUMERIC.M.  SVSTK.M  uF  VkrTKAI,   FiI.I.VO. 

The  Xunierical  System  nl'  Vcrti.-al  Filiiii;  is  for  most  lines  of  business  the 
most  practical  and  scientific,  an.l  is  m.>st  widely  used.  It  simplifies  the  most  com- 
plicated eorresi)ondence.  and  insures  absolute  accuracy  and  (piickcst  reference. 

Tough  manila  folders  of  uniform  size  are  numbered  from  1  upward  and  filed 
eon.secutively.  Eaeii  lirm  is  assigned  to  a  number,  tlien  all  the  correspondence 
received  from  and  copies  of  letters  sent  to  this  firm  are  filed  in  the  folder  bearing 
this  number.  Tiie  number  should  be  placed  upon  all  letters  and  papers,  so  that 
the  letters  of  two  firms  cannot  become  mixed  without  detection.     (See  Fig.  4.1 

Correspondence  and  i)a|)ers  of  iniportanc-  should  be  indexed  for  an  accurate 
future  reference  and  filed  in  the  Numerical  System.  Correspondence  of  a  mis- 
cellaneous character  or  of  short  duration,  and  which  does  not  warrant  devoting 
an  individual  folder  to.  may  ]„■  tiled  in  the  Alphnlietical  Sy.stem.  If  the  letters 
have  been  filed  in  the  Ali)habetical  System  but  later  devel.ip  into  importance  or 
proportions  warranting  an  individual  folder,  all  such  papers  should  be  withdrawn 
from  the  Alphabetical  System  jind  placed  in  the  numbered  folder  assigned  to 
them  in  the  Numerical  Svstem. 
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fio.  4.— Xumlier  nil  lettorx  lii'tnrc  tiliti}.'.    Sw  .Vti  alM)vi'. 

The  ioldors  are  regularly  iminbercd  coiisictitivcly  from  1  up  as  high  as 
required  making  the  system  unlimited  at  all  limes.  The  iiiimes  ..f  firms  assiu'ncd 
to  folders  may  also  be  written  (m  the  toj)  of  the  fohler  if  desired,  as  shown  in 
Fig.  5.  The  folders  from  1  to  10  are  placed  in  front  of  guide  numbered  10,  and 
so  on  as  high  as  the  numbers  rnii.  The  guides  are  regularly  numbered  in  tens 
from  ten  up  as  high  as  the  folders  are  numbered. 


A 


Fl(i.  5. — Numerical  (iuiilo  and  Foldfis. 


When  a  number  has  been  assigned  to  a  firm,  it  is  never  changed  as  long  as 
papers  are  exchanged  with  them.  In  transferring  contents  of  a  N'umerical  Filing 
Drawer  the  guides  and  folders  are  sometimes  transftT-red  along  with  the  li  ttcrs 
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into  a  tr«n«fer  oaae  which  wmetimofl  r»i««'mblpn  nn  oblonR  l>ox  of  11  x  13  x  20 
itichea  in  aize  and  new  guidon  and  foldero  niiinlMT<>d  junt  like  the  flmt  lot  ara 
placed  in  the  filing  drawer  for  continuing  th.'  filing  day  by  day.  Trarwferring  of 
the  entire  file  drawer  mwd  not  )m>  mado  nt  ono  tirui-.  When  filled  to  the  proi>er 
thicknem,  eanh  index  oompartment  niny  Iw  trunHfern-d  to  «ny  ordinary  trannfer 
eaae  and  a  record  of  the  transfer  is  made  ur>on  the  new  index,  "which  in  jJlaeed  into 
the  drawer  by  nieann  of  which  the  traoHfer  .aw  to  whieh  the  previ.Mw  tnuwfer 
waa  made,  i»  easily  found.  A  common  Htyle  of  transfer  binder  is  ilhwtrated  in 
Pig.  6. 


Flo.  6.— Truiistcr  Ciinw. 

While  it  is  Renerally  necessary  to  fniiisf.T  ihc  ..Id  st.vl..  tljit  sli...t  filing 

drawers  every  three  months,  the  Inrgi-r  v.Tti.al  filinif  .jraw.-rs  n 1  not  n.-.-es- 

sarily  be  transferred  more  than  nnce  every  year  and  they  will  fre.iuently  cnre  for 
the  papers  filed  in  them  for  two  or  three  years  without  transf.'rring.  Therefore, 
besides  doing  away  with  the  work  of  transferring  this  matter  so  often,  it  is  a 
valuable  feature  to  have  the  letters  .-nd  pai)crs  ac.-urat.'ly  inil.-xcd  and  filed  for 
instant  reference  for  a  period  of  two  or  threi-  years  back. 
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Index  to  Numeric  \l  Svstkm. 

A  Card  Index  is  necessary  for  all  letters  and  papers  filed  in  the  Numerical 
System,  and  this  gives  you  positively  an  accurate  and  .piick  reference  to  these 
letters  at  all  times  in  the  future. 

One  card  is  made  out  for  each  eorresnondent,  bearing  name  and  address  and 
number  of  that  correspondent's  folder.  This  card  is  fil.-d  in  an  index  tray 
alphabetically.  To  find  number  of  folder  containiii!;  any  d.^sir.'.l  corrt>sp.)ndence! 
refer  to  index  card.  The  index  card  once  made  out  in.iexes  a  wrrespondent  for 
all  time  to  come.  This  index  has  an  additioiml  value  as  a  complete  list  of  ad- 
dresses of  all  persons  with  whom  business  is  transacted  is  kept  for  ready  refer- 
ence  and  memoranda  made  on  the  card  give  c..n.l..nsed  information  concerning 
such  person. 

To  Illustrate. 

A  letter  is  received  from  James  Hope  for  the  first  time.  Suppose  the  next 
unused  folder  ,s  625.  An  index  card  is  filled  out  with  IIop,.'s  nan.e  and  address 
and  the  number  625. 


llM 


a-'p^t.^^ 


/S^--«^^^W^^ 


^^^^ 


Imli'X  Ciinl. 

^I^l  "urnber  fi25  is  writt-n  in  th.  f„p  H^ht-lmna  .•orn..p  of  his  lelt.-r  just 
rece.>^d.  and  «  clerk  can  filo  it  i„  fol-l.-r  (i-l.  All  «»l«..,,„..,.t  letters  rocived 
from  Hope,  and  copies  of  all  letters  s,.„t  to  hi,,,  „r..  ,„„rk..d  with  the  san.c  „„„,l,er 
and  placed  ,n  folder  (IL'.,.  the  last  letter,  to  or  fr.m,.  in  front.  To  look  up  Hope's 
correspondence  y,,u  sin.j.ly  tun,  to  eard  index  and  find  that  his  folder  is  (i25 

\!!^2f^7.    T  "'^«'".""'\'!'^  '•"""l-'"' rrespo„de„ee.  lett-rs  and  answers,  is 

before  you  in  the  order  in  whieh  it  was  written. 


Flat  Letter  Puling. 


Fig.  T.— Flat   Letter  Filing. 

In  Plat  Letter  Pilinp  the  syst...n  is  very  siinpl,>.  [„  some  flat  letter  files  you 
will  have  two  n,etal  standards  arranired  in  a  vertical  position  near  the  top  end 
of  a  s,nall  ca.se  about  V^  by  l.',  inches  in  si.e.  J,,  eonjunetion  with  these  .standards 
.vou  will  need  to  move  and  ad.just  a  small  metal  contrivance  which,  when  turned 
one  way,  w,ll  fasten  the  letters  Hrmly  in  the  binder,  and  when  turned  the  oppo- 
site direction,  leaves  the  binder  open  so  that  you  may  lift  out  a  .sectional  part  to 
take  from  the  file  or  file  a  letter.  A  very  common  flat  file  used  to-day  is  the 
Falcon.  This,  from  the  outside  looks  like  a  larpe  oblong  book.  You  press  a 
button  and  immediately  the  file  is  open  before  you.    Alphabetical  index  sheets 
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by  ..me  to  .«  .n..ient  yet      Tt  pn  Sub  ^h.-^lVr'V''"  r""  '"  '""'""•"-' 
H.xt,.,uiv..  c«rr«i,M,nderL     VVh.w.    h"  m    ,  ^  ''^  ""■'""  '"»"'  *"'«  "'»»  «  very 

"'  "I.-  yo..  .•.„  „.,  .i„„.,  C  .r^l.  ■■'''"•  '■"'•'"""■ '""  •■>'•" 

n™nr*c:';:;::zrBu"r" ^ "- '•"■^•^- -p'- 

1.  What  i.  niniiit  by  "Verflci.1  Fllln«"? 

2.  What  iirp  "(iiilile*"  and  "F.iMiir."  n.  .»..ii    i  .     .' 

»•  I "> a„s.j:;,;  4:3":;  :;,:;::■;;„:'"" " "-" 

.  KZLt'ih  '^■'  r," ,'".' •  ■■"""'""'  "'•-"■■ "'  >■""""  """■ 


LESSON  46. 

THE  FOLLOWri'  SYSTKM 


Tilt;  I'URHOSf  OF  THK  |''u|,r.,,\V-l  |.  Sv- 


IKM. 


(l>      Kvcrytliiiit,'  whioh   must    (»•  atlciulcd   t,,  ,„,   „    .  .„u,:       1 

Ihis  inquiry,  together  with  th.  othors  whlh'n^rt  ,.  I  n, ,;  I":  T' ,!  /""  '  "•^'•^' 
I".-  .l»t,..  n^ust  b..  brought  to  n,y  attention,  and  „o  o  ho^     h  2.  d  n^vor t 

nn.st  bo  possible  tc^instantly  locato)all  L  olrros^d^^^^^        '""  "^'"""-  '^ 


12S 


Thv 


i'«>py 
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•itidiiiil  Vcrticii;  KiliiiR  Catiinet. 


The  Ulnkkal  I'i,an. 


When  uii  iiii|iiiry  is  rccoivt'tl,  u  ciird  is  made  out  coiitaiiiiiit;  tin;  iiniiit'  niid 
addre&s  of  the  iiii|iiiriT  and  Miy  other  itiroriniitinii  which  may  he  ncccHsary ;  oii 
this  curd  is  also  iii>tcd  the  date  on  which  a  k'tter  has  been  written  and  tiu'  date 
to  whiul  the  correspoudcnce  is  to  be  tihd,  so  tliat  the  matter  may  again  be  brought 
up  in  case  no  reply  is  received. 

The  corresponileiii'e  eimstitiites  the  t'ollow-iip:  it  is  tiled  in  a  file  arrnMued 
with  monthly  and  daily  guides  on  the  date  to  which  attention  is  to  be  brought  to 
the  particular  matter. 

This  system  is  particularly  adapted  to  special  follow-ups  in  any  department 
of  the  business  as  in  buying  or  c-olleclinns,  and  will  apply  to  the  cases  wliere  per 
sonal  letters  are  written  instead  of  the  ordinary  form  lettors  to  follow  up.  It 
will  ap|)ly  us  well  to  u  large  system  as  to  a  small  one.  for,  if  tinder  any  one  date 
there  is  a  large  number  of  letters,  in  order  to  insure  ipiieker  referi'nces.  thes<>  can 
be  filed  alphabetically  under  that  date. 

In  case  a  reply  to  a  letter  is  receive<l  before  the  anticipated  date,  reference  is 
made,  first,  to  the  card  in  the  alphabetical  file,  ami  from  the  information  on  this. 
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correspondence  is  easily  located  in  the  correspondence  file  of  any  i)artieiilar  date. 
The  month  and  date  file  will  then  contain  only  the  correspondence  of  those  people 
who  have  not  written.  Each  letter  to  come  up  that  day  will  he  taken  out,  the 
alphabetical  cards  will  be  attached  to  the  correspondence— to  afford  full  informa- 
tion on  the  previous  history  of  this  case-and  the  whole  given  to  the  person  who 
is  handling  this  class  of  special  correspondence. 

If  it  is  not  necessary  to  refer  to  the  correspondence— if  general  form  letters 
are  used  in  the  follow-up  work— a  quicker  method  than  using  the  correspondence 
to  assist  in  the  follow-up  is  to  continue  the  follow-up  with  the  alphal)etical  card. 
Kaeh  card  contains  the  name  of  one  customer  or  prospective  customer,  the 
address  and  all  necessary  information  as  to  the  catalogues,  form  letters,  and  so  on, 
that  have  been  sent  out;  on  it  is  iilso  noted  the  date  on  which  it  is  desired  to 
follow-up  in  case  no  reply  is  received. 

Along  the  top  of  the  card  are  printed  the  days  of  the  month  from  one  to 
thirty-one;  and  over  the  number  eo.-responding  to  the  date  on  which  the  card  is 
to  be  brought  up  for  attention,  a  metal  clip  .s  j)lac("d.  The  metal  clips  for  the 
cards  which  are  to  be  followed  on  any  date  will  come  om-  behind  the  other,  and 
ronsequently  all  the  cards  for  one  date  can  be  easily  located  and  tak<-n  from  the 
file. 

In  ca.se  a  reply  is  received  It.-for.'  the  expected  date,  the  card  is  readily 
located  because  the  cards  are  filed  alpliabetieally :  the  matter  eati  l)e  attended  to 
and  the  metal  clip  can  be  moved  forwiird  to  the  ti.'\t  date  on  whieb  the  card  is  to 
be  followed  up. 


I'ollow  U|>  Card. 

How  Follow  UP  Svstkms  May  be  ^Madk  to  Fit  Varyincj  Conditions. 

In  some  cases,  it  may  he  desired  to  classify  the  different  intpiiries  or  cus- 
tomers according  to  the  nature  of  the  business,  or  to  the  nature  of  their  interest ; 
or  to  distinguish  between  cu.stomcrs  and  prospective  customers. 


\ 
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A  simple  way  to  distinguish  between  customers  and  prospective  customers 
is  to  make  up  the  prospective  customer's  card  with  a  small  tab  on  the  upper  ight- 
hand  corner  marked  "Pros."  When  this  p">spective  one  b«>comes  a  customer, 
the  tab  can  Ix'  cut  off.  This  makes  it  possible  to  file  customers  and  prospective 
customers  in  the  same  drawer  -often  a  desirable  arrangement  in  case  the  whole 
list  is  circularized  j)eriodicany. 

If  you  wish  to  distinguish  among  the  different  classes  of  business,  cards 
can  be  made  with  tabs  in  different  positions,  each  position  designatin<r  some  par- 
ticular business.  A  tab  in  the  first  position,  for  instance,  might  represent  drug- 
gists; a  tab  in  the  second  position,  physicians;  in  the  third  position,  departmental 
.stores.  This  arrangement  is  very  useful  in  case  it  is  desired  to  send  special 
r^<c  o"tising  to  jiarticular  classes.  For  instance,  out  of  our  mixed  list,  if  we 
w.u  led  to  circularize  druggists,  it  would  be  neces.sary  only  to  instruct  the  sten- 
ofT  'apher  to  send  these  circulars  to  thdse  cards  which  have  number  one  tab. 


I 
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Follow -II'  IjKttehs. 

St\idy  carct'iiUs  thi'  folldwing  scries  of  follow-up  letters.  Kach  letter  was 
dictat"d  to  a  sfenograplier  and  addressed  ti.  a  particular  pers((n.  hence  the  indi- 
viduality stamped  on  each  letter — iiuTTvidnality  that  inlluences  the  person  to 
whom  the  letter  is  addressed,  to  give  it  his  most  careful  eonsidcratioiL  and.  ms  :i 
ridi'.  influences  him  t<i  fill  out  the  order  slip. 


liETTEB    I.N    .\NSWEB   TO   INQUIRY. 

"Dear  Sir: 

We  have  your  I'ai'or  of  recent  date  and  in  immediali  compliance  with  jiour 
request  we  take  pleasure  in  mailinn  you,  under  separate  cover,  our  illustrated 
printed  matter  desrrihinq  our  line  of  Scctiotial  Filing  Devices. 

In  cspeciallii  caUintj  your  attention  to  the  Automatic,  we  kindly  ask  tjour 
careful  perusal  of  a  few  of  its  pages  describing  the  construction  and  opi  ration  of 
its  drawers. 
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We  have,  without  doubt,  overcome  all  the  disadvantages  and  difficulties  ex- 
perienced in  the  handling  of  mnil  by  any  of  the  systems  of  vertical  filing  with  the 
ordinary  constructed  vertical  drawer^nr  such  with  hinged  fronts  similar  in  ap- 
pearance, but  without  adjustable,  automatic,  tilling  followers. 

i  In  our  enieavor  to  secure  your  order  for  the  Automatic,  and  not  having  a 
representative  in  your  city,  we  will  make  our  guarantee,  terms  and  prices,  mlded 
to  the  merit  of  our  Device,  of  more  than  an  ordinary  inducement  to  you  .f.«  an 
encouragement  to  deal  with  us  direct. 

We  offer  you  every  possible  safeguard  and  ivill  mt  only  alloiv  you  to  return 
thk  C<^inet  if  not  satisfactory,  but  we  toill  uay  the  freight  both  ways  and  also 
pay  you  to  have  it  repacked  and  returned  to  us,  if  you  are  in-  any  way  disap- 
pointed ivhen  you  receive  it,  or  do  not  like  it  better  than  anything  ever  devised 
for  the  same  purpose. 

Referring  to  price-list  enclosed  which  applies  to  our  Vertical  File  Catalogue, 
we  quote  you  our  best  dealer's  discount  as  an  inducement  to  introduce  our  Device, 
viz.,  50%  delivered  to  your  station. 

We  enclose  a  circular  illustrating  our  No.  103—3  Drawer  Unit  on  which  we 
also  name  you  our  dealer's  net  price  of  $14.00  delivered. 

We  thank  you  for  the  inquiry  and  await  your  order  hy  an  early  mail. 

Yours  truly," 
O.S.—B.V. 


Follow-up  No.  1—10  Days  Later.        y^ 
"Dear  Sir: 

Referring  to  your  recent  inquiry  in  reply  to  which  we  mailed  you  our  cata- 
logue and  other  printed  matter,  we  beg  to  inquire  if  same  has  reached  you,  as 
records  do  not  shotv  a  reply  in  answer  to  same.    If  not  at  hand,  please  advise  a: 
we  will  mail  duplicate. 

We  are  desirous  of  meeting  your  views,  if  we  possibly  can,  and  if  you  have 
laid  aside  the  Cabinet  matter  temporarily,  we  would  he  pleased  to  have  you  take  it 
up  again. 

We  especially  called  your  attention  to  the  Automatic  and  made  you  an  e.rtrn- 
ordinarily  safe  proposiiion,  assuming  all  the  risk  of  expense  if  we  faded  to  fur- 
nish you  with  the  most  practical  Cabinet  on  the  Market. 

We  are  confident  of  being  able  to  give  you  the  best  of  satisfaction  or  w- 
could  not  afford  to  make  such  offers.  If  undecided  in  your  selection  or  desire 
further  information,  please  write  nvd  you  will  have  our  best  attentiun. 

Thanking  you  for  an  early  reply,  ive  are. 

Yours  trtdy,'' 
0.8.—B.V. 
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Poux)w-up  No.  2—25  Days  apteb  Wo.  1. 
"Dear  Sir: 

We  have  7iot  yet  Heard  from  you  in  regard  to  Filing  Cabinets  on  which  ,re 
quoted  you  prices  recently.  If  you  find  that  they  are  not  acceptable,  either  on 
account  of  the  price,  noii-adaptability  or  for  other  reasons,  we  would  like  very 
much  to  hear  from  you,  stating  your  objections  or  requirements  as  fully  as 
possible. 

We  make  a  great  many  different  styles,  some  of  which  might  suit  you,  or 
which  we  will  quote  prices  if  advised  as  to  your  exact  requirements.  It  is  not 
onr  intention  to  urge  you  against  your  own  convemencc,  but  we  do  want  your 
business  if  we  are  able  to  furnish  you  with  a  suitable  Cabinet  at  a  reasonable 
price. 

We  solicit  your  correspondence  regarding  any  unsettled  or  unsatisfactory 
point  and  your  letter  will  have  prompt  attention. 

Yours  truly," 
O.S.—B.V. 

P\)i,Low-up  No.  ;{— 15  Days  Afteb  No.  2. 
"Dear  Sir: 

We  have  written  you  in  regard  to  Cabinets  in  answer  to  your  inquiry,  to 
which  we  have  had  no  reply;  we  would  be  glad  to  have  you  advise  us  as  to  what 
conclusion  you  have  reached  in  this  matter,  and  if  there  is  a  prospect  of  our  being 
favored  ivith  an  order  from  you  for  one  of  our  Files. 

Thanking  you  in  advance  for  an  early  reply,  we  are. 

Yours  truly," 
O.S.—B.V. 


]"]XKRC1SES. 

Prepare  th."  foUowinj,'  letters  in  your  exercise  book,  get  them  checke<l  bv  a 
teacher,  then  copy  neatly  on  business  letter  head  stationery.  Each  student  will 
make  use  of  the  Card  Case  and  W-rtical  Filinf,'  Cabitiet.  ".Make  a  copy  of  ea<-li 
kind  of  letter  in  your  Correspondence  Blank.  '  " 

1  .  Ou  Sept.  lU,  the  following'  persons  sent  letters  to  Tlie  Adams  Furniture  Co.,  L!  nited, 
City  Hall  Sq..  Toronto.  Out..  iisUiii-  f.ir  quotiitions  on  tin-  "Home  Trea-sure"  ilange,  lerms  of 
purelmse  and  points  relative  to  fliut  range,  as  they  contemplate  buying,  if  priees  and  terms 
are  suitable: — 

Mr.  CliMs.  I. 'onion.  TO  Macplierson  .\ve.,  Toronto; 

Mr.  J.  C.  MeDonald.  42  Lowther  Ave.,  Toronto; 

Mr.  .\.  W.  .lohnson.  Richmoml  Hill,  Ont.; 

Mr.  Robert  Mage<-,  i'O  Annette  St.,  Toronto  ,Iet..  Ont.; 

Mr.  Rufus  StronL'.   102  ChiireliiH   .\ve..  Toronto  .let.; 

Mr.  Cecil  Ojrilvie.  Woodbridjre.  Ont.; 

Mr.  E.  N    Russell,  .\urorn.  Ont.; 

Mr.  Albert  Aforton.  Weston.  Ont.: 

Mr.  Wesley  Sailor.  .Agincourt.  Ont,; 

Mr.  Arnold  Phillips,  StouflTville,  Ont. 


1 
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Writ*  the  letter  of  inquiry  for  each  of  the  above  pemonH. 

Enter  the  above  immcM  on  c.ird.s,  one  name  to  a  card,  flllini;  in  the  poat  ofBce  addreso, 
a  few  words  under  the  heading  "Remarlcs,"  and  assign  each  person  a  number,  giving  Mr. 
Chaa.  Gordon,  No.  125,  and  numbering  the  remaining  prospective  customers  in  consecutive 
order,  Mr.  J.  C.  McDonald,  No.  126,  etc.  Be  sure  to  enter  the  numb<  r  opposite  the  name  on 
each  card  for  the  Card  Case,  then  file  the  Ciirdi*  alphabetically  in  the  Card  Case. 

The  Index  Card  for  Mr.  Chas.  Gordon  «tute«  that  Folder  No.  124  in  the  Vertical  filing 
Cabinet  contains  all  the  correspondence  ti>  and  from  MV.  Chas.  Gordon.  Hence,  enter  No. 
125  on  a  new  folder  und  into  this  foMer  lili'  the  letter  of  inquiry  just  received.  Place  this 
folder  in  the  V'ertical  Filing  Cabinet.  Yon  will  observe  we  are  filing  the  correspondence  on 
the  numerical  system  plan,  and  folder  No.  12ri  would  be  filed  in  the  Filing  Cabinet  drawer 
just  behind  No.  124.  Taking  for  granted  you  have  No.  124  in  the  Cabinet,  file  your 
folder  in  numerical  order.  Similarly,  enter  the  number  upmi  a  new  folder  for  each  of  the 
other  nine  prospective  customers,  file  the  first  letter  inside  this  folder,  and  place  in  proper 
position  in  Filing  Cabinet  drawer,  putting  No.  120  Iwhind  Xo.  125,  etc. 

Thug  each  correspondent  assigned  to  a  number  in  the  Numerical  System  has  a  folder 
devoted  exclusively  to  his  correspondence. 

Prepare  a  letter  to  uccumpany  a  Booklet  whii'li  is  descriptive  of  the  "Home  Treasure" 
Range  and  answer  each  letter  of  inquiry  received  from  the  ten  prospective  customers.  State 
that  every  modern  improvement  that  makes  for  better  results  is  in  a  "Home  Treasure"  range. 
Besides  being  built  on  the  most  approved  lines,  they  are  marvels  of  economy  on  coal — a  fact 
to  be  g  atly  desired  by  every  prudent  house-wife,  '^uote  $3.'i  cish.  or  $41.50  by  paying  $.i 
or  $10  down  and  $2  a  month  until  paid  for.  Thank  him  for  the  inquiry,  ask  him  to  read 
carefully  the  booklet  cnelosel,  and  invite  him  to  call  to  see  it.  Be  original  in  your  ir^rdinp. 
and  draft  a  letter  to  fit  each  inquitif. 

Ten  days  after  you  answered  each  letter  of  inqiiiiy.  you  send  a  Form  Letter  to  each 
prospective  customer,  and  thus  "(ollow-up"  your  first  letter.  Prepare  an  instructive  "Form" 
letter,  making  reference  to  letter  of  inquiry  of  Sept.  10,  and  advaneinpr  some  attractive  points 
pertaining  to  the  "Home  Treasure"  range.  State  that  this  range  is  a  beauty  and  a  favorite. 
In  design,  material  and  workmanship,  it  is  unexcelled.  Convenience  has  been  aimed  at  and 
the  very  latest  improvements  to  thia  end  are  incorporated  in  its  construction.  Skilled  labor 
is  employed  exclusively,  and  the  result  is  very  apparent.  The  "Home  Treasure"  is  no  mis- 
nomer, as  thousands  of  house-wives  readily  testify,  for  the  real  disappointment  comes  to  the 
house-wife  who  hivs  the  "smoky"  oven  to  irritate  her  as  well  as  the-almost-useless  bottom 
grate.  Cheer  the  home  by  introdueins;  the  "llonv  Treisurc"  into  it.  Close  this  "Form" 
letter  with  an  appropriate  sentence,  soliciting  an  immediate  order. 

As  the  above  "Form"  letter  will  be  sent  to  each  of  the  ten  |)ii)speotive  customers,  simply 
show  one  attractive  copy  of  it.  and  make  a  memoranduni  on  eaeli  of  the  cards  in  the  Card 
Index,  showing  which  "Form"  letter  was  sent  and  the  date  of  sen.Iin);  it.  Designate  this 
"Form"  letter  as  Al,  and  use  this  code  form  when  referrinj;  t.i  this  particular  "Form"  in 
the  Card  Case;  e.g.,  upon  Chas.  Gordon's  card,  under  headini.'  "Form  Letters  Sent."  write 
"Al  Sept.  22,  19 — ."  If  there  is  no  heading  "Form  Letters  Sent."  on  your  eiinl.  write  the 
matter  "Al.  Sept.  22,  10—."  undci  "Remarks." 

On  Sept.  24,  19—,  Mr.  .1.  C.  McDonald,  called  at  the  store.  City  Hall  Square,  carefully 
examined  the  "Home  Treasure"  ranfre  and  gave  his  order  for  it,  pajinjr  .$.1.')  rash.  Make  a 
note  of  this  on  Mr,  JfcDonald's  card  in  Card  Case. 

On  Sept.  25.  1!)—.  Mr.  E.  N.  Russell  wrote  a  letti'i  asking  particulars  almut  how  the* 
range  would  bake  bread,  whether  it  had  a  good  draught  and  could  it  be  changed  easily  from  ! 
burning  wood  to  burning  coal.  He  said  he  would  like  them  to  take  his  present  kitchen  stove/ 
at  a  v"'uation  of  .$7.00  to  apply  on  the  price  of  a  new  "Home  Treasure"  range.  Write  this' 
letter  and  file  it. 

Write  a  reply  to  Mr.  Russell's  letter  answering  all  inquiries.  State  that  you  do  not 
deal  in  second  hand  stoves;  that  he  ought  to  dispose  of  his  stove  very  quickly  for  $7.00  and 
thus  if  tall  a  "Home  Treasure"  at  once.  State  that  if  he  accepts  the  installment  plan,  after 
paying  $10  down,  he  will  scarcely  realize  the  added  obligation  of  such  a  small  sum  as  $2.00 
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a  month.    M.ike  nn  appropriate  closing  piirajfriiph.     Fasti-n  n^oopv  <.f  the  roply  letter  to  Mr. 
Russell's  letter  in  the  Filing  Cabinet. 

On  Sept.  30.  joii  receive  an  order  for  a  "Itorae  Treasure"  range,  from  Mr.  E  N  Uu«ell 
He  remits  $10  per  Bank  Draft,  drawn  l.y  The  Sovereign  Hank,  of  his  plaee,  upon  The  Sover- 
eign Bank,  of  Toronto.  Ho  states  that  he  «ill  pay  .«J.00  ,t  month  hereafter,  until  the  full 
amount  is  paid  and  solicits  a  prompt  deliveiy  „f  the  ranae. '  Write  the  letter  and  enclose  a 
form  of  Bank  Draft  properly  written.     Kile  the  letter  and  enter  meninrandum  on  card. 

Write  a  reply  to  .Mr.  Russell's  letter,  advisinj;  him  of  shipment  of  the  "Home  Treasure" 
range,  and  enclosing  a  receipt  for  $10.    Thank  him  for  order  etc.     File  letter. 

On  Oct.  1,  prepar..  Form  Lrlier  Vo  J  to  M-.id  to  each  of  the  remaining  eight  prospective 
customers.  Dwell  upon  one  of  the  latest  i-  proveniems  to  the  '■Home  Treasure"  range,  viz., 
the  Diffusive  Oven  Flue.  While  other  makers  were  adding  dampers,  racks,  door  openers  and 
shakers,  in  a  vain  attempt  to  make  improvements,  wc  studied  the  heart  of  the  range.  We 
knew  that  the  only  improvrnent  you  wanted  was  a  better  oven,  an  oven  that  would  help 
you  bake  better  brea.;.  pies  aii<l  cakis.  roast  beef  to  a  turn,  retaininc  its  juice  and  llavor, 
and  thus  be  the  pride  of  the  kiU-lieii.  The  DilTiisive  Oven  Flue  draws  in  fresh  air.  superheats 
it,  and  distributes  it  evenly  throuijliout  the  oven.  The  article  on  the  bottom  shelf  farthest 
from  the  fire  is  gettinj;  as  much  heat  on  all  sides  as  the  article  on  the  top  shelf  next  the 
fire.  State  that  live  thousmi.l  "llome  Trea-in.."  raofjes  will  be  ^iven  a  reception  in  Canadian 
homes  this  fall  and  winter.  Are  you  preparind  for  its  reception?  A-jain.  make  reference  to 
letter  a(  in.|u!:y  of  .«ept.  10.  ,in  1  solicit  an  order.  As  before,  mike  memorandum  of  this 
"Form"  letter  on  each  p.  the  eljjht  cards.     Desijrnate  Form   Letter  No.  2  as  "H  2." 

On  Oct.  o.  M.-.  Robert  .Majjee  writes  that  he  has  carefully  read  the  descriptive  catalogue 
on  the  "Home  Treasure"  rnn<7e.  and  after  considering  all  the  points  of  merit,  nas  decided  that 
the  "Illume  Treasure"  will  be  his  choice.  However,  he  was  not  prepared  to  buy  one  this  year, 
but  will  forward  an  order  about  next  OctolM'r.  Mrs.  Magee  thinks  the  old  range  will  do  the 
work  for  another  year.     Write  this  letter  and  file  it  properly. 

On  Oct.  0.  a  letter  is  re<-eive,l  from  .Mr.  Alb<-rt  Morton  acknowledging  catalogue  and 
former  letters.  He  too  is  impressed  with  the  -Home  Treasure,"  but  thinks  he  will  not  buy 
this  year.    Write  this  letter  and  file  it. 

Write  sy^vu.l  reply  letters  to  Mr.  R.  Magee  and  Mr.  :\llM3rt  .Morton.  Impress  them 
with  the  advan'..^'e  of  buying  now  as  !  ■_■  new  range  will  save  them  the  price  of  a  few  tons 
of  coal  as  well  as  lessen  t'-e  worry  and  disappointment  in  baking  and  cooking.  The  Home 
Treasure  cooks  and  bakes  perfectly  at  the  same  time.  Make  a  suitable  closing  paragraph, 
pressing  home  the  advisability  of  selecting  a  Home  Treasure  now.  File  a  copy  -f  each  letter, 
also  make  memoranda  on  cards  In  Card  Case. 

On  Oct.  12,  1»— ,  prepare  Form  Letter  .Vo.  .?.  to  send  to  each  of  the  eight  prospectiv 
customers.  In  this  •follow-up"  letter,  dwell  upon  uie  convenience  and  utility  of  the  Home 
Treasure  range.  It  cooks  an<l  bakes  perfectly  at  the  same  time.  There  is  not  anothe-  range 
built  in  which  the  heat  may  be  regulate<l  so  that  you  can  bake  in  the  oven  and  co.  m  the 
top  at  the  same  time  without  spoiling  one  or  the  other,  lint  you  can  do  both  equally  well 
and  at  the  same  time  on  the  "Home  Treasure."  because  its  heat  is  not  wasted  and  is  "at  all 
times  under  tne  simplest,  most  positive  ontrol.  Solicit  an  order  in  closing  paragraph,  and 
also  state  that  you  would  be  please.l  to  answer  any  further  Inquiries.  Show  neat  copy  of 
this  Form  Letter,  and  make  memorandum  on  each  card  of  the  prospective  customer.  We 
"C.  .I"  as  the  code  form,  to  indicate  Form  Letter  .1. 

On  Oct.  20,  in—.  Robert  Mag(V  and  Albert  Aforton  forward  orders  for  the  Home 
Treasure  range.  Mr.  Magee  encloses  a  "marked"  cheo-ic  on  The  Canadian  Bank  of  Commerce. 
Annette  and  Murray  Branch.  Toronto  ,Ict..  f„r  .«;:»..  „  ,d  solicits  prompt  delivcrv.  Write 
Magee's  letter,  enclosing  a  marked  cheque.  File  properly  and  make  record  on  card  in  Card 
Case.  Mr.  Albert  Morton  forwards  a  Bink  Draft  for  $1.1.  drawn  by  The  Bank  of  Montreal. 
Weston,  Ont.,  J.  Warren  Noble,  Cashier,  upon  The  Bank  of  Montreal,  Toronto.  Draw  forn. 
of  Bank  draft  and  enclose  it  in  a  suitable  letter.  Morton  to  pay  the  balance  in  monthlv 
instalments  of  $2  each.     File  letter  and  make  proper  record. 
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On  Oct.  23,  19—,  you  receive  letters  from  Wesley  Sailor  and  Arnold  Pbillipi,  lUting 
that  they  have  been  favorably  impressed  with  the  statements  made  in  reference  to  the  Homt 
Treasure  range,  and  as  they  intend  coming  to  Toronto,  in  a  few  days,  they  will  call  to  malce 
a  thorough  examination  of  the  range,  and  if  satisfied,  will  leave  an  order.  Write  each  IHter, 
in  different  words  of  course,  and  file  properly. 

On  Nov.  1,  19 — ,  you  review  e.icli  card  in  the  Card  Case,  also  examine  the  correspon- 
dence in  the  Filing  Cabinet.  Take  Mr.  (^has.  (Jordon's  card  from  thr  Card  Case,  jjo  to  the 
Filing  Cabinet  and  take  out  the  folder  containing'  all  the  eorn-spondence  with  him  to  date, 
then  draft  a  Special  letter  to  him,  trying  if  possible  to  pull  an  order  from  him  this  month. 
Before  drafting  your  letters,  study  your  custciiiier.  mid  make  this  lettir  the  most  entliiisiastie 
and  live  one  that  you  have  ever  written.  Plaec  a  copy  of  the  letter  you  write  inside  the 
folder  for  Gordon,  then  replace  folder  in  Filing'  Cabinet  and  card  in  Card  Case. 

Similarly,  go  over  e:ich  of  the  other  cards  in  the  Card  Case,  and  the  folders  contain- 
ing the  correspondence  of  each  prospective  customer,  draft  a  suitable  letter  for  each  and 
file  and  record  as  before.  Handle  eaeh  case  separately  and  systematically.  Exercise  origin- 
ality and  individuality  in  these  letters,  as  you  are  deeply  in  earnest  and  desire  nothing  less 
than  orders.  Ansicera  to  letter^•  are  good,  onlrrt)  are  Ix'tter.  Ordi  rs  measure  the  succ  s  of 
your  letter  writing. 


LESSON  47, 


TELKGRAMS  AND  CAI!l,i;(;i{AMS. 
Teleob.\ms. 

The  corrospi indent  and  the  ofiiee  clerk  should  know  hmv  to  write  ti  tele- 
graphic dispatch  or  telegram.  It  is  a  bcjuieh  of  eoinposilion  that  re(inires  special 
practice.  Clearnes.s  and  brevity  arc  the  standards  in  the  writing  of  telegrams. 
Both  are  absolutely  essential.  To  the  e.\tent  that  either  is  lacking  the  exiiense 
of  this  method  of  communication  is  inereasi^l.  Expressions  used  in  letters  for 
the  sake  of  politeness  or  ornament  are  omitted  from  telegrams ;  the  latter  should 
contain  only  the  bare  statement  of  what  one  has  to  .say,  and  this  statement  should 
be  made  clearly  and  unmiftakably,  but  as  brictly  as  possible.  Most  of  the  tele- 
graphic business  in  Canada  is  done  by  The  Great  North- Western  Telegraph 
Company,  and  The  Canadian  i'aeifle. 

These  companies  furnish  blanks  on  which  to  write  messages. 


NdTE  THE  Foi,I.OVVING  PoiNTS  : 

1.  Pill  in  the  heading  on  the  blank  furnished  you  by  the  comjiany  and  write 
the  address,  just  as  you  would  iti  a  letter. 

2.  No  salutation  or  complimentary  closing  is  used. 

3.  Always  give  complete  address  of  the  addressee,  or  sufficient  at  least  to 
easily  locate  them. 

4.  Write  your  message  plainly.    Watch  your  u's,  n's,  v's  and  a's. 

5.  The  inexperienced  should  first  write  out  the  message  in  fnll.  and  then 
strike  out  all  words  that  will  not  affect  the  clearness  of  the  dispatch.  Now 
re-copy. 

6.  A  certain  charge  is  u.sually  made  for  any  message  not  exceeding  ten 
words,  so  nothing  is  gained  by  reducing  a  message  below  ten  words.  An  addi- 
tional charge  for  carh  word  in  excess  of  ten  is  made. 
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Note  the  follovinj?  incssajjo  ns  it  would  appear  on  one  of  tlie  forms  of  The 
Great  North  Western  Telejn-aph  Company. 
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7.  Each  part  of  a  hyphenated  compound  word  is  counted  an  entire  word: 
e.g.,  Seventy-five — two  ""orda. 

The  words  "to-day"  and  "to-morrow"  are  exceptions  to  this  rule. 

8.  Figures  are  never  telegraphed,  and  if  written  in  a  message,  each  figure 
counts  one  word.  Write  in  words  all  numerals  and  characters  or  signs  in  a  mes- 
sage; e.g.,  not  "Brussels  80c.  to-day, "  but  "Brussels  eighty  cents  to-day."  In 
the  first  case  we  have  five  words,  while  in  the  second,  four. 

9.  In  names,  as  used  in  the  message,  each  given  name  or  initial  counts  as  a 
L  ./arate  word;  e.g..  C.  C.  Fairfield.  Should  this  name  appear  in  the  body  of  the 
message,  it  would  be  charged  for  as  three  words. 

The  initials  A.M.,  P.M.,  F.O.B.  (free  on  boan  ).  C.O.D.  (collect  on  delivery), 
O.K.,  and  the  abbreviations,  per  cent.,  cwt.,  and  a  few  others  go  as  one  word. 

10.  Figures,  decimal  points,  punctuation  marlis,  bars  of  division,  and  letters 
(except  pronounceable  groups  of  letters  as  found  in  code  forms)  will  each  be 
counted  as  one  word.  In  ordinal  numbers,  the  affixes  st,  nd,  rd,  and  th  will  each 
be  counted  as  one  word.  Therefore,  numbers  should  be  spelled  out.  Do  not 
write  •'10th  instant,"  but  "tenth  instant,"  as  there  are  four  words  in  the  first 
case  but  only  two  in  the  second. 

11.  No  charge  is  made  for  the  heading,  address  or  signature,  generally 
speaking. 

12.  For  the  purpose  of  charging,  messages  are  divided  into  two  classes; 
viz.,  day  messages  and  night  messages.  Day  messages  are  subject  to  full  charge. 
A  night  message  is  one  which  is  filed  with  the  telegraph  company  in  the  evening 
of  one  day,  but  which  is  not  to  be  delivered  before  the  next  morning.  A  night 
message  can  be  sent  much  cheaper;  e.g.,  a  day  dispatch  of  ten  words  between 
Toronto  and  Buffalo  would  cost  25c. ;  for  a  night  dispatch,  you  could  send  twenty- 
five  words  for  25c.,  between  the  same  cities. 

13.  Telegrams  may  be  prepaid  or  sent  "collect."'  that  is.  to  be  paid  for  by 
the  person  to  whom  the  message  is  sent.  The  word  "collect"  which  appears  iii 
your  message  is  counted  but  not  charged  for.  As  a  rule,  telegrams  should  l)e  sent 
prepaid,  but  they  may  be  sent  "collect"  when  they  relate  to  business  in  which 
the  person  to  whom  they  are  sent  is  interested. 

14.  The  charges  always  vary  with  the  number  of  times  the  message  must  be 
"repeated,"  or  re-telegraphed  during  the  course  of  transmission.  To  guard 
against  errors,  companies  will  repeat  back  any  telegram  for  an  extra  payment  of 
one-half  the  regular  rate. 

15.  It  is  quite  customary  after  a  telegram  is  sent  to  follow  it  up  with  a 
letter.  Such  a  letter  usually  begins:  "We  wired  you  this  morning  as  follows: 
''copy  of  telegram  here) "  after  which  more  information  in  detail  is  given.  Or, 
the  letter  may  be-rin  :  "Confirming  telegram  of  this  date,"  etc. 

lf>.     Study  pondensetion. 


Examples  : 

1.     Please  ship  liy  expresn  as  soon  a«  possible  five  hundrod  copies  letter  Writing.    Will 
remit  cash  on  receipt  of  jroods.     (20  words.) 

Re-written : 

Express  five  hundred  I^ter  Writing  Texts.    Remittance  when  received.     (9  words.) 
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2.  Th«  Rtockhuldcm  of  Tlie  Canada  Biwuit  Company  will  not  mII  for  1cm  than  »l«tf 
thouaand  dollart.    Telegraph  me  at  once  If  you  want  the  plant.     (2A  word*.) 

Re-written : 

Canada  Biicuit  iitnckholders  want  sixty  thouiand.    Wire  If  antiiifaetory.     (0  wordi.) 

17.  The  "cipher"  systt-m  is  used,  in  no  small  degree,  for  ij)][gnd  telcKraphiiiK 
aa  well  as  in  cablcKraiiis.  It  is  used  to  lessen  the  expense.  By  this  system,  a 
code  of  words  is  made  up,  in  alphabetical  order,  each  word  reprpsenting  a  phrase, 
a  sentence,  or  sometimes  an  order  for  Roods,  and  a  copy  of  the  same  is  (riven  to 
all  parties  concerned. 


Cauueoraus. 

The  effect  of  transmitting  thought  from  continent  to  continent  is  apparent 
in  the  rapid  development  of  international  commerce.  The  methods  of  eondiiet- 
ing  business  between  merchants  and  financiers  in  the  different  countries  have 
been  completely  revolutionized  by  the  telegraph,  which  now  places  the  business 
man  in  touch  with  the  markets  of  the  world. 


Note  the  Following  Points: 

1.  Brevity  must  be  the  watchword.  The  cost  of  sending  cablegrams  is  very 
great,  as  a  rate  of  nearly  two  dollars  a  word  is  charged  in  some  cases. 

2.  Every  word,  including  name,  address  and  signature,  is  charged  for,  and 
a  word  of  more  than  fifteen  letters  is  counted  two  words ;  as,  "  unconstitutional. ' ' 
Such  a  word  in  a  cablegram  would  be  counted  as  two  words. 

3.  The  code  or  cipher  system  is  generally  used  for  cablegrams.  This  system 
lessens  the  expense.  By  this  system,  a  word  or  a  pronounceable  group  of  letters 
is  made  to  represent  a  phra.se  or  a  sentence;  as,  "Lassitude,"  a  code  word  for  the 
sentence,  "Buy  for  us  and  charge  to  our  account,"  or  "Launched."  another  com- 
mon code  word  which  represents  the  sentence,  "Kindly  send  ns  references  as  lo 
your  financial  standing,  or  shall  we  ship  via  freight  with  draft  attached  to  bill 
of  lading?" 

4.  Hou.ses  that  have  a  foreign  trade  use  a  code  and  have  a  cable  address, 
that  is.  a  word  which  represents  their  name  and  address;  as,  "Bookwriter"  for 
the  Elliott-Fisher  Co.,  329-:531  Broadway,  New  York.  These  cable  addresses  are 
kept  in  a  directory  by  the  cable  companies;  by  reference  to  such  directory  the  full 
!iaine  and  address  of  the  firm  represented  by  a  particular  word  may  be  found. 
The  code  system  is  also  used  for  telegrams. 

5.  A  cable  code  word  must  not  contain  Tnore  than^ten  letters. 

6.  In  writing  cablegrams  in  code  language,  it  is  frequently  necessary  to 
use  in  addition  plain  language.  Then  the  plain  language  as  well  as  the  code 
language  is  charged  for  at  the  rate  of  one  word  for  every  ten  characters  or 
fraction  thereof. 
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CoHMOK  CoDC  Words. 


f 


Code  Word. 

Auhinetha. 

lia(lel:ap{>e. 

Dauguawii. 

Curboriaitctt. 

Desantorar. 

Fattoriiia. 

Iiifacundos. 

Infanti. 

Iiiimanibus. 

Institisse. 

Kassenbuch.  '- 

Keiingang. 

Kclitah. 

Kentaur. 

Lai-bsartig. 

Lassitude. 

Lassann. 

Launch. 

League. 
Lettuce. 


Mslignify. 

Sweetheart. 

Trafagasen. 

Tragopes. 

Vellestria. 


Phrase  or  Sentence. 

Adviae  yuu  not  tu. 

Complied  with  your  rvqucitt. 

Consider  him  gu<Kl  fur  amount  named. 

Did  nut  think  it  advitiabii;  to. 

Expense  to  be  divided  between. 

In  accordance  with  terms  of  contrait. 

<  )|i|)orliiiiil y  \'.k'-\y  tu  cKviir  at  ;i'i\'  tiiin'. 

Option  twenty- four  hours. 

Note  was  not  protested. 

i'articulnrs  cannot  be  obtained. 

Profit  in  it. 

Prompted  to. 

Proper  authority  to. 

Property  advertised  for  sale. 

Received  instructions  regarding. 

Buy  for  us  and  charge  to  our  account. 

Remainder  to  be  completed. 

Your  financial  stan<Iing  beinp:  unknown,  we  will  send 

goods  C.O.D.  unless  otherwise  instructed. 

Have  you  received  our  letter  of . 

Can  deliver  part  of  your  order  at  once.    Shall  we  ship 

portion  or  hold  till  we  can  make  one  complete 

shipment  ? 
Ship  the  following  goods  via. 
Twelve  Thousand  Dollars. 
Thirty-nini'  l)iirr<'ls. 
Thirty-nine  gallons. 
Pacific  Coast  S.S.  Co. 


Exercises. 


I: 


Write  the  following  telegrams  in  your  exerci.se  book,  showing  hciiding. 
address,  message  and  sigimture  in  each  form.  Condense  the  matter  so  as  to 
keep  within  the  ten-word  limit,  if  possible,  (i't  a  teacher  to  check  your  exeroisos. 
then  copy  neatly  in  your  Correspondence  Blank. 

1.  Write  a  dispatch  to  J.  Lawrence  &  Co.,  lilil  St.  .Tames  St..  Montreal.  Que.,  sayinpr 
ttint  the  sliipmcnt  of  oats  is  not  equal  to  sample,  but  you  will  accept  if  they  will  allow  you 
a  reduction  of  $18. 

2.  Wire  reply  from  J.  Lawrence  &  Co.,  grantinp  the  request. 

3.  Write  a  dispatch  to  Capt.  A.  N.  Pellatt,  04  lUrton  St.,  Hamilton.  Ont..  sayin<;  you 
will  pass  tlirouch  Hiiinllton  at.  !)  P.M.  ami  th:it  ynu  would  like  to  see  him  nt  the  G.T.U.  "tii- 
tion.     Wire  from  Toronto,  Ont. 

4.  Frederick  B.  Robins.  Real  Estate  Asrent.  Toronto,  Ont..  has  sold  a  farm  in  York 
Township,  belongin?  to  Davis,  Allen  Sc  Co..  Belleville.  Ont..  receivina  in  payment  a  cheque 
on  the  Bank  of  Montreal  for  $2000,  and  a  mortgage  bearing  interest  at  6%  for  $.1000.  Con- 
fine your  dispatch  to  10  words. 
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fl.  Wlr«  rvply  from  Diivl-.  Allon  k  r....  (.•Illiiit  Mr.  Rohin.  to  fnrwnr.l  eh«i.i»  anil 
"«>rtin«ll»  immiHll«t»Iy,  alio  to  rrmirt  hi*  spniunt  ("r  milking  th«  wir. 

«.  WrItP  a  diipateh  to  \V.  J.  |)iv|.  ft  Co..  St.  Thomaa,  Ont.,  ankins  fh»m  how  they 
wUh  their  order  of  Ut  ln»l.  f..r  williwiwr,  ihipped.     Write  from  4S2  Klnu  \V.,  Toronto. 

7.  Yon  are  In  buxineiii  in  Ti.kio,  .Tii|>nii.  Teli-p-nph  in  ode  to  Melville  &  Conn, 
OnUrio.  Ciil.,  who«e  eablp  a.ldre^  i,  ".Mmgle,"  for  M  Kallan<«  of  ollre  oil  to  be  uhlpped  by 
the  Pacific  Count  Steatmihip  Company. 

H.  Barber  A  White,  iwi  Queen  St.  W..  Toronto,  Ont.,  ordered  i50  (jroaa  each  of  dinner 
tabic  kniven  and  fork,  from  Wni.  A.  R,^t^  4  S..n»,  SholTleM.  Kngland.  fifteen  d.iy.  afo,  but 
failed  to  give  roferoncea  with  the  »lr«t  order.  A«  Cmh  .lid  not  nroompany  the  order,  tele^'r^'ph 
from  Sheffield,  Knj;.,  I))  the  cwle  .y.tem.    Barber  &  White'i  cable  addrend  i*  "Standard." 


lESSOH  48. 


PROOF  READINO. 


EvtT.v  young  person  who  t-iigages  in  businpsn,  cither  on  his  own  aecount,  or 
in  the  ernploy  of  another,  will  have  more  or  less  proof  reading  to  do.  Whether 
he  holds  the  position  of  proprietor,  partner,  bookkeeper,  cashier,  clerk,  or  steno- 
grapher, he  will  be  called  upon  to  read  proofs  of  letter  heads,  bill  heads,  circulars, 
price-lists,  catalogues  and  advertl.seinents.  and  without  the  knowledge  of  how  to 
correct  a  proof,  he  will  find  himself  at  a  great  disadvantage. 

The  proof  marks  given  here  are  simple  and  arc  used  in  all  the  better  class  of 
printing  offices  and  publishing  houses.  They  may  be  easily  learned  and  applied 
in  a  short  time  by  any  one. 

Mark  corrections  in  jnk^red  ink  is  preferable,  as  then  the  corrections  can 
be  seen  at  first  glance. 

It  is  customary  f-ir  a  printer  to  send  the  original  eo])y  to  the  customer  with 
the  proofs.  It  is  important  that  this  original  copy  he  returned  with  the  corrected 
proofs,  as  the  printer  often  has  occasion  to  refer  to  it  before  the  .job  is  completed. 
In  marking  proofs  follow  the  snirsi'stions  contained  in  this  lesson,  indicating  cor- 
rections and  alterations  in  as  legible  a  way  as  possible. 


How  Pr(k)fs  are  Marked. 

You  are  here  shown  an  uncorrected  proof,  the  corrections  properly  marked, 
and  the  corrected  proof,  illustrating  the  practical  use  of  the  marks  explained  in 
the  succeeding  tables. 

It  is  not  likely  that  a  proof  requiring  nearly  so  many  changes  as  are  indicated 
in  the  marked  proof,  will  ever  be  received  from  the  printer.  This  example  is 
merely  to  still  further  illustrate  the  methods  of  marking  proofs,  and  how  the 
various  marks  are  employed. 
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URCORRXCTED  PROOF. 

WHO  ARE-ELIOIHLK. 

Any  youiifc  man  or  womnmn  ot 
common  iicho«il  tHlucatiii  unci  po.. 
M'Minj  Hufflcipnt  pimh  and  pcrne- 
vpronre  to  rr.)fif  l,y  tho  fxperancp 
of  tmiiied  tpucerH,  Willing  t„  work, 
iinJ  amhitioiix  onoimh  to  put  in 
to  prncticiilc  otHTiition.  the  infer- 
uiation  impart»Ml  »lie  in  rnutve. 

WHAT   IT   PAY». 

More  mor<lmiit«  arc  urp  unxioos  ' 
to  gpt  good  udvertigern  t<«lay 
than  "'ero  are  i^hmI  advirti»eiii 
ready  to  go  to  work.  Ihe  lieM 
ad-wriferH  in  Anu-  ric:i  uRree  agrM> 
that  a  Rfiod  udvi-rtisfr's  uhiuty  t„ 
earn  at  the  present  time  is  only 
by  his  her  or  applicution,  enerjjy, 
and  Nkill. 

No  Dtlier  priifpg«iori  can  ln>  iiiim 
thot  offers  us  large  :i  return  as 
this,  for  the  enerjfy  exfieiidedanil 
experience  re,,uir.'d  uml  8al:iries 
of  $75  to  $125  pre  wi-ek  are  noth- 
extraonliiiary  in  tliis  line  „i  work 


ARE^iLIOIBLE^ <r 

•ipeMiie*     ^,y  ^ 


of  trained  t— <pfii.^nilBg  to  work. 
[  (^nd  ■mbiUoun  «n«mgh  to  nut 


.? 


'  jaatioo  iin|MrtMl(tbe 


WHAT  IT  JA»«.  . 

Mora  mar^aata  are  am^aDiiotts 


-— ^^- 


MfoSm  I  ^«  >**|  r»<>i«dv«rtiaeri  |  toda/ 
^♦'   "tBan   there  an  good  adrertiaera 


v^  r^J»U^   •  toTwork.   The/beat  T*^ 

^^"^         aii  writora  in  Am£7io«  agree  vf^!^      ^ 


that  a  good  advertiaer'n  abi)] 
earn  at  the  pr«««.|  time  is  only 
by  hi^j^^appUcaffon.  energy^ 
and  skilU 

oottier  profeaaiuB  tau  be  nam^ 
th^t  offera  ar'large  a  return  as 
this,  for  the  energy  eipended^nd 
zperience  wfSuii«d  «bjI  salaries  H^    r^ 

of  f76  to  $126  tli^s^^\_^^^c:::::::I!^^^Z^ 

xtraordinary  in  thjs  line  o^ work  \J 
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COMKCTBD  PftOOr. 

WHO  ARE  KLKUHLE. 
Any  yuung  iiun  or  woniHii  ■il' 
iitinrnoii  ichool  iNlur.vi  ion  p<Ma<*«x- 
iiK  nuincit'iit  piuh  .tiitl  penevrr- 
aiioe  to  profit  liy  thn  experience  of 
traiiiiil  ti-iii'lu'rii,  willing  to  wnrk, 
iinil  iitnl>ili<ii|p<  fnoiiuli  to  put  into 
pructirul  ofierutioii,  the  infoniin- 
tioii  iinpartetl  in  theroiir>«'. 

WHAT  n  PAYS. 
More  riieretuktitt  are  iiiixioiii 
'•>  IP''  g'HxJ  iwlvfrtim'rn  today 
iliaii  there  ure  piotl  udverti«eM 
reinjy  to  go  to  work.  The  lH',t  iij- 
writent  ill  .Vinericii  imni'  ihut  n 
ICoo<l  uilvertiser'H  iihility  to  earn  iit 
the  prewnt  time,  is  limited  ouly 
hy  hii  or  her  upplieatioii,  eiieruy, 
|)ersiiiteii(e  and  skill  ;  no  cither 
profeiwion  eaii  be  named  thatolTers 
as  large  a  retiirn  as  this  /or  the 
energy  exjiendeil  ami  expcrienee 
iv<|uired,  ami  .lalarien  of  $7."(  to 
iVi5  per  wiflc  are  nothing  e\tr;i- 
orilinary  in  this  line  of  work. 


Kxin.\s.\rtns  ok  I'r<k»k  Markm. 

IJi'li'.  tllke  nut  or  PXpiinRP. 

iiiilieiilfM  an  inverted  letter. 

"Vtr  III  mill  of  in<iicatPf«  thot  they 
lire  to  be  (iriritfil  ir  anil  it. 

<lireet«  Kia  Hpnce  U'tween  wortU. 
Uireetn  that  all  Npace  b«"  taken  out. 

a   Mpaei'.    or   more   xjinee   between 
woriN  Of-  letters. 

"lireeto  attention  to  n  broken  or  im- 
perfeet  type. 

ilireets  attention  to  a  spnee  whieh 
improperly    appears. 

plaeed  iiniler  words  or  lettem 
erased,  indicate  that  they  are  to 
lie  restored.  Tile  Latin  direetion 
Sill,  ineaninir.  let  if  stand  or  re- 
main. JH  plaeed  in  the  margin. 

Curry  a  word  further  to  the  left 
or  to  the  rijfht. 

Urinif  a  word  or  words  to  the  lie- 
(JtinniriB  of  a  lini-. 

Make  a  new  piiraiiraph. 

Kl"vati'  il  lettrT.  word  or  charaeter 
that  is  sunk  helow  thi'  proper 
level. 

Sink  or  ilcpi-ess  a  letter,  word  or 
ehiir:iet>T  that  is  raised  al)ove  the 
projier  level. 

Indent. 

shows  that  a  portion  of  a  para- 
Sraph  projects  laterally  beyond 
the  rest. 

~~~  Change  from  Jtalic  to  Roman,  or 
from  Roman  to  Italic,  as  the 
ease  may  be.  |>lacin«;  Italic  or 
Roman  in  the  margin. 

One  line  drawn  under  letters  or  words  indicates  that  thev  shoui.l  be  in 
Jtahcs;  two  m  SMAix  capitals;  three,  in  CAPITALS.    Crooked  letters  or  words 

are  noticed  by  means  of  a  horizontal  line  (  -: )  drawn  above  and  below 

tnem,  and  also  m  the  margin. 
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Lower  case;  i.e.,  put  in  small  or  common  letters  a  word  printed  in 
capitals  or  small  capitals. 

Wrong  font — used  when  a  character  is  of  wrong  size  or  style. 

Transpose  words  or  letters.    But  it  is  better  to  re-write  letters  than  to 
use  ir. 

Omission,  see  copy. 

As  to  proper  spelling  or  use  of  language. 

Means,  all  in  one  line. 

Take  out  and  close  up. 

Insert  One  em  dash. 

Insert  Two  em  dash. 

Insert  Period. 

Insert  Interrogation  mark. 

Insert  Commas. 

Insert  Apostrophe. 

Insert  Quotation  marks. 

Insert  Hyphen. 

Insert  Parenthesis  marks. 

Insert  Colon. 

Insert  Semi-colon. 


